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Buy Quality and Performance 
At Its Best 
For Less! 
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PENDAFLE X* 


FILING FOLDERS 
Astonishing New-Style Filing Folders that HANG 
in Your Files, Ready for QUICKER, EASIER REFERENCE 


Here’s the brand new filing method that is File clerks who have used Pendaflex wan 
setting new work records in filing depart- no part of the old way. So many reasons 
ments everywhere. Have your clerks been why. No follower block to loosen . ..t 
filing a high number of items per hour? tighten. No concealed folder tabs. 
With Pendaflex hanging folders, their per- wedging open a working space. No pusle 
formance usually increases 20°/,, with less ing the folder down into place. No soiled 
effort, less fatigue, fewer errors. broken tabs. No sagging folders. 


: : Instead—find the folder instantly, lift item 
And they are happier about it, too. For : - ° : 
Pendaflex is a complete break with tire- ‘OP it back in place. That's all there 


sas ans Pendaflex filling! No wonder they like i#™ 
some, traditional ae gr oy i — wonder it reduces filling costs. 


But now it's “who wants Pendaflex is sold by leading station 
Be sat Se to file in folders that everywhere. The full story of Pendaflexs® 
wera te ti don’t!” in our leaflet. Write for it today. 

lower block is removed, 
pn pn installed Use QUICKM A: 


in a few minutes. All 
: coupon fd 
: Orxtord 

for good! Ta ene 


FILING SUPPLY COMPANY 


*Reg. U. S. Pat. Of 359 Morgan Avenue Brooklyn, N- ': 
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OFFICE EQUIPMENT DIGEST June, !% 
For Purchasing Agents, Controllers, Office Managers 
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jh OLD TOWN 
< TAKES THE CURL 
OUT OF CARBON! 


hat’'s the biggest news that’s happened in the 


bon paper industry in the past quarter 


ntury?—it’s OLD TOWN’S amazing new Curl Proof 


DAWN CARBON PAPER ce eee 


ArLast—oLp TOWN Technicians solve the problem which 
sbaffled carbon paper makers since the industry began— 
wing the curl from carbon. 


ff you think this is a lavish claim make your own test. 
ee a sheet of DAWN on your hot radiator, then transfer 
NG ickly to the cold top of your desk. DAWN will not curl. 


ists heat and humidity. Defies dampness and cold. Re- 
ins flat as a ruler after days of hard usage. And most hie i i 
ing, PAWN costs no more than ordinary carbon! in “Lady from Louisiana” « Repub- 


lie Picture. 


Ow TOWN’S mighty merchandising plan 
marches on to greater sales. Dominant 
point-of-purchase material draws dramatic attention to OLD TOWN. An ever-expanding 
national advertising campaign heightens the public’s interest in the products you sell. 
Vigorous co-operation between factory representatives and your own salesmen opens 
7 Pp profitable new consumer business. 


1941 belongs to oLp TOWN! We’re heading for the heights. If you would like to come 
along write today for details of America’s most sought-after ribbon and carbon 
franchise. 
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mint of information for smart 
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COUPON not 


OLD a row /ibbons 5-Carbons 


“MAKE A GOOD IMPRESSION" Y 


——— 
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750 Pacific Strect, Brooklyn, N.Y. 59 East Van Buren Street, Chicago 788 Mission Street, Son Francisco 
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There’s a Picture of You in Every Letter You Write 


T'ypewriting, like handwriting, creates impressions that are good or bad 
depending upon the general appearance of the letter and the quality of 
the typewritten work. There’s a picture of you in every letter you write. 


Of course you want your letters to 
be good looking, distinguished and 
representative of you and your com- 
pany. But are they ? 

Right now you can take the first 
step toward finding the true answer 
to this question. Just say to your sec- 
retary: ‘Telephone Underwood and 
ask them to send over a new 
Underwood Master Typewriter and 
show what the Underwood will do 
in a Letter-for-Letter Test with our 
present machine.” 

Underwood has specialized on 
the job of producing better letters. 


That is why Underwood has created 
many features that insure precision 
type alignment, clean-cut and uni- 
form type impressions. But, to sat- 
isfy yourself, just tell your secretary 
to arrange for the Letter-for-Letter 
Test. 

We believe you will not only ap- 
preciate Underwood's superior typ- 
ing qualities but Underwood's 
flashing speed, and supreme ease of 
operation. Telephoné the nearest 
Underwood Branch today. 


UNDERWOOD ELLIOTT FISHER COMPANY 
One Park Avenue, New York, N. Y. 


Sales and Service Everywhere 


Underwood - Ze 


To answer the above ad use QUICKMAIL COUPON No. | 


Better Lette 


Copyright 1941, Underwood Piliett pisber Come 
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For further Information use QUICKMAIL COUPON No. I! 
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@ Look them over. 
Here, in the same bril- 
liant cases that won the Pees. 
All-American Package he 
Award, are displayed 
America’s leading col- 
ored pencils for the of- 
fice. 


‘ ime oe 
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... and for the 

dio (Best). Fam- 

“ for their bril- 
VY, permanence and X 

ide color range, “Best” 

lored pencils have won 

t American artist’s inde- 


idence of foreign supply. 


Rut~36 colors 


ante 


we 


@ Water-soluble Anadel is the 
third famous Dixon brand for of- 
fice and studio. All three are avail- 
able in dozen and half-gross boxes 
for volume buyers. Also in 12, 24 
and 36 color assortment boxes. 

Pencil Sales Department 53-J6 


JOSEPH DIXON CRUCIBLE CO. 
Jersey City, N. J. 


J 
Anadel-24 colour 


ten * 


june, 
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10-DAY FREE TRIAL! 


Prove the Economy and Efficiency of these New Esterbrook 
DIP-LESS Writing Sets...WITHOUT OBLIGATION ! 


We want you to know how efficient, convenient 
and attractive a Dip-Less Writing Set can be! So 
try one of these new Esterbrook Sets for 10 
days... at our risk. 


The pen which can’t leak is always ready to write 
a full page without dipping! Fill it once—write 
for months! 


There is a point for every writing task in your 
office— bookkeeping, shorthand, manifolding, ete. 
—among Esterbrook’s Dip-Less points available 
for these sets! 


The wells can be filled from any ink-bottle . . . 
hold an average six-months’ supply, always 
visible . . . and at the correct level. There is no 
overflow. Evaporation is kept at a new low. And 
the wells are easy to clean! 


We make this 10-day, free-trial offer to you 
because we have so much confidence in the work- 


bstertt 


June, 194) 
Fo 


> 


ing-efficiency of these new Esterbrook Dip-Less 
Writing Sets that we believe you'll want to place 
them throughout your organization. 


Mail the coupon now! 


THE ESTERBROOK PEN COMPANY 
28 Cooper Street Camden, N. J. 


Ten-Day Free-Jrial Coupon 
Sean Se @82e@e- 


The Esterbrook Pen Company 

28 Cooper Street, Camden, N. J. 

Please send me ( ) of the new Esterbrook Dip-Less 
Writing Sets as indicated below. It is understood that | 
may use the set for 10 days and then return it to you— 
without obligation—if I do not care to keep it. 

Single Set ($25°) [| e Double Set ($59) | 
Black [| Gray![ | Waealnut{' Maroon! Green 
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Purchasing Agents, Controllers, Office Managers 
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QUICKMATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


Cities Kau 
Send 


Orneet Olen Kauive Osgest 
Send Details Per Send Derails Per 
Offer Your june Ad iter Your June Ad 
— 


Gite Rautpme 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System — a patented new 
inquiry system which saves hours of time for readers in answering advertisements 
and securing information about merchandise. 


Uitice Bavipea Orna st 
Send Details Per 
Offer Your june Ad 
-— 


Orxest 


ties Bavipm 
Send Details Per 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


Only | minute plus Ic to make an inquiry. 


Offer Your june Ad 


Brings you the latest information. 


‘. 
2. 
3. Identifies the source of your inquiry. 
4. 


Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 


- | * 7 _ | envelope; or stick the cou- 
The New Ad 7 : } Pp + 


Y pon on your envelope and 
» cos Oe enclose ur inqui or 
Technique eA : po a Pha A eg 


chandise. 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Ue She 2S Oe Coupons Opposite his iZ age 


10 OFFICE EQUIPMENT DIGEST June, 1941 
For Purchasing Agents, Controllers, Office Managers 
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Co., Inc. 
16 Champeney Ter. 


Mfg. Co. 

3202 Carroll Ave. 
Old Town 
Ribbon & Carbon 
Co., Inc. 

750 Pacific St. 
Brooklyn, N. Y. 


Div. Hall-Welter 


Chicago, Ill. 
Ever Ready 
Label Corp. 
141 East 25th St. 
Chicago, Ill. 
Sharpener Co. 
58 E. a 
+. 
Chicago, Ill. 
The Wholesole 
Typewriter Co. 
155 Sixth Ave. 
New York, N. Y. 
Rochester, N. Y. 


Street 
Chicago, Ill. 
Dawn Mfg. Corp. 


Metal Specialties 
Sturgis Posture 
Chair Co. 
Magnolia St. 

. L. Barkley & Co. 
17 S. Jefferson St 
Automatic Pencil 


Oxford Filing 
Supply Co. 
340 Morgan Ave. 


e~” N. Y. 


Codo Mfg. Corp. 
509 So. Franklin St. 
Chicego, Ill 
L. M. Bickett Co. 
Watertown, Wis. 
American Automatic 
Electric Sales Co. 
1033 W. Van Buren 
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. A. Sheoffer 
Pen Co 
Madison, lowa 

Corp. 
31 West 47th St. 
New York, N. Y. 


Neva-Clog 


ilwaukee, Wis. 
1914 Milwoukee 
Ave 
Chicago, Ill. 
Products, Inc. 
Bridgeport, Conn. 
E. W. Pike & Co. 
P. O. Box 4 
Elizabeth, N. J. 


Avenel, N. J. 
Sengbusch 
Self-Closing 
Inkstand Co. 

525 Sengbusch Bldg. 
Avenue 
Chicago, Ill. 


Security Steel 
Equipment Corp. 


Frank Mashek & Co. 
C. L. Barkley & Co. 
517 S. Jefferson St. 

Chicago, Ill 
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Ace Fastener Corp. 
3415 N. Ashland 
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Leaf Co. 


524 N. Broadway 
Milwaukee, Wis. 


& Co., Inc. 
132 West 22nd St. 


Glen Cove, 
4. Y: 
New York, N. Y. 
Julius Bandes 
New York, N. Y. 
Stationers Loose 
Bankers Box Co. 
536 S. Clark St. 
Chicago, Ill. 
Dennison Mfg. Co. 
Framinghom, 
Mass. 


& 
40 West |5th St. 
New York, N. Y 


Fireproofing Co 
Youngstown, Ohio 
Wm. Schollhorn Co. 
New Haven, Conn. 
Mailers Service 
Equipment Co. 
Rockwell-Barnes Co. 
1525 West 38th St 
Chicago, Ill 
Jasper Chair Co. 
Fulton Specialty 
Co 
200 Fifth Ave 
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. Inc. 


271 Ninth St. 
N. Y. 


N. Y. 
Ave. & 24th St. 


116 Mdse. Mart 
Chicago, Ill. 
Equipment Co., 
Inc. 
rth Tonawanda, 
Products, Inc. 
g Island City, 
Vogel-Peterson 
Co., Inc. 
1818 N. Wolcott 
Ave. 
Chicago, Ill. 
Standard Record 
Co. 
104 S. 4th St. 
Brooklyn, N. Y. 
Wabash Cabinet 
Co. 
Wabash, Indiona 


25) & 

zi No 
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39th 
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Neva-Clog 
e Victor Safe 


Products, Inc. 


Connecticut Ave. 
18 Beaver St. 
Ansonia, Conn. 
Quality Pork 
Envelope Co 
The Louis Melind 
Co. 

362 W. Chicago 


Chas. M. Higgins 
& Co 
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post-card. Write your firm's neme and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 38. 
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Stick coupon on stamp side of 
post-card. Write your firm's name 
address on back of card and mail. 
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Stick coupon on stamp side of penny * 
post-card. Write your firm's name and . 
address on back of card and mail. You : 
will receive particulars referred to in « 
our ad on page 4. 


. 

. 

12 OXFORD FILING SUPPLY CO. $ 
°- 


Stick coupon on stamp side of penny * 


post-card. Write your firm's name and ¢ 
address on back of card and mail. You « 
will receive particulars referred to in ¢ 
our ad on page 30 y 

AMERICAN AUTOMATIC ¢ 
16 ELECTRIC SALES CO. 3 


Stick coupon on stamp side of penny ° 
post-card. Write your firm's name and & 
address on back of card and mail. You 
will receive particulars referred 
our ad on page 37. 

20 METAL SPECIALTIES MFG. CO. 


. 
Stick coupon on stamp side of penny + 


post-card. Write your firm's name and | 
address on back of card and mail. You ~ 
will receive particulars referred to in . 
our ad on page 33. - 
24 EVER READY LABEL CORP. . 
- 
ececccccseressecceesesseesseg 
Stick coupon on stamp side of penny * 
post-card. Write your firm's name and ? 
address on back of card and mail. You ~ 
will receive particulars referred to in ¢ 
our ad on page 39. ba 
28 — STURGIS POSTURECHAIR CO. > 
« 

. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. 


Seeeeeeeeeeeseseenesseeeseeees 
Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 30. 

AUTOMATIC PENCIL 

SHARPENER CO. 
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post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 5. 

OLD TOWN RIBBON & 


40 CARBON CO., INC. 


oe@eeererrcere 


* 
Stick coupon on stamp side of penny 
post-card. Write your firm's name and < 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on the inside Front Cover. 
44 THE WHOLESALE TYPEWRITER CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 39. 

48 


seecescervcert< sevteres 


DAWN MEG. CORP. 
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address on back of card and mail. You 
will receive particulars referred to in 
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SENGBUSCH SELF-CLOSING 
INKSTAND CO. 


~~ 
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Stick coupon on stamp side of penny 


" JOSEPH DIXON CRUCIBLE CO. 
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: 


post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 29. 

15 ACE FASTENER CORP. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred | in 
our ad on page 40. 


9 FRANK MASHEK & CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 44. 


23 DODGE, INC. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 25. 

x} W. A. SHEAFFER PEN CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 44. 

35 C. L. BARKLEY & CO. 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 41. 


39 E. W. PIKE & CO. 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 39. 

43 MILO HARDING CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 42. 

47 ZEPHYR uC, 1 


NEVA-CLOG PRODUCTS, INC. 


post-card. Write your firm's name and 
address on back of card and mail. You 


> 
> 
. 
7 
will receive particulars referred to in 5 will receive oticulars relgeed: 5 
our ad on page 3. : S ouradonpe 6. 
COLUMBIA RIBBON & CARBON ¢ 
2 MFG. CO., INC. on co. 
ed Cr 
* 
Stick coupon on stamp side of penny ¢ Stick coupor .n stamp side of 
post-card. Write your firm’s name and + post-card. © Your firm's name 
address on back of card and mail. You » address on tk of card and ay 
will receive particulars referred to in §$ will receive articulars relened 
our ad on the Inside Back Cover. . our ad on pa-e 27. 
6 THE GENERAL FIREPROOFING CO. S 5 NEW 5-CLOG PROBUET te 
> 
PPTTTITITITITT TTT iii 
* 
Stick coupon on stamp side of penny < Stick coupon on stamp side of 
post-card. Write your firm's name and «  post-card. Write your firm's mane 
address on back of card and mail. You ¢ address on back of card and ma 
will receive particulars referred to in ¢ will receive particulars retened ) 
our ad on page 42. 2 ourad on page 37. 
10 WM. SCHOLLHORN CO. { 9 CHAS. M. HIGGINS & Co. a 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 36. 


14 MAILERS SERVICE & EQUIPMENT CO. 
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Stick coupon on stamp side of penny 
pest-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 34. 


18 ROCKWELL-BARNES CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm’s name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 32. 


22 JASPER CHAIR CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 41. 

26 FULTON SPECIALTY CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
wal receive particulars referred to in 
our ad on page 40. 


30 JULIUS BANDES & CO. 


Stick coupon on stamp cide of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 28. 

34 STATIONERS LOOSE LEAF CO. 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 31° 


38 BANKERS BOX CO. 


a ew 

2 Stick coupon on stamp side of 

= post-card. Write your firm’s nang 
% address on back of card and mai \ 
_ will receive particulars relened 
» our ad on page 40. 
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2 13 THE H. ©. COoKeg 
. 
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Stick coupon on stamp side of 
post-card. Write your firm's aane 
address on back of card and mal 
will receive particulars relemed 
our ad on page 26. 

17 QUALITY PARK ENVELOM( 


Stick coupon on stamp side of 
post-card. Write your firm's name 
address on back of card and mal 
will receive particulars relemed 
our ad on page 32. 

21 THE LOUIS MEUNOG 


Stick coupon on stamp side of 

post-card. Write your firm's same 
address on back of card and mail 
will receive particulars relened © 


our ad on the Outside Back Cover 
THE VICTOR SAR 
25 EQUIPMENT CO., 


Stick coupon on stamp side of 
post-card. Write your firm's same 
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= Stick coupon on stamp side of penny 

= post-card. Write your firm's name end $ post-card. 

» address on back of card and mail. You * 

> will receive particulars referred to in > Will 

= our ad on page 33. . 

3 42 DENNISON MFG.CO. < 41 

. . E 
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» * : 3 d 
A. * Stick coupon on stamp side 

: joupon on stamp side of penny . postcard. virile you Mane 
+ Postcard. Write your firm's name and > address on back of cord ae 
s address on back of card and mail. You ©: will receive articulers roland 
> will receive particulars referred to in © our ad on pave 44. 

: our ad on page 35. : sae ea 
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OFFICE EQUIPMENT 


Digest 


Edited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 


NFORMATION FOR SUBSCRIBERS: Subscription $2.00 a year (two 
wars $3) in United States and its possessions, Canada, Mexico, Cuba. 
Other countries $1.00 extra yearly. Single copies are 25 cents. 
fach paid up subscription includes a free copy of Who Makes It 
i Where, the recognized trade directory of the office equipment 
ud stationery industry. Copyright 1941 by Andrew Geyer, Inc., all 
fights reserved. Also publisher of Geyer's Topics, Who Makes It 
& Where, The Gift & Art Buyer, Sports Age 
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Inescapably, office expenses are in for strong attack 
this year 
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Tackling Office Expenses 


UR law-makers have not yet got around to de- 
() tailing the bad news, but any business man can 

see that the Administration’s planned $3,500,- 
000,000 tax increase, plus inevitable boosts in state 
and local taxation, will send his taxes to undreamed- 
of heights during the very period when increased 
costs of materials and labor are also helping to sky- 
rocket his cost of doing business. 

Inescapably, office expenses during the coming 
year will come in for their share of the strong at- 
tack all expenses of private enterprise will undergo. 
The well-being of the office, nerve center of business, 
is of paramount importance. Economy impairing 
its efficiency is not economy, but stupidity, yet pres- 
sure will be brought to bear for just that. 

True economy of office operation comes from the 
attainment of greater office efficiency, which may 
call for any or all of the factors of better personnel, 
better supplies and equipment, or better control. To 
attain this objective we may have to spend, but we 
spend to save! 

Incidentally, the bothersome topic of miscellane- 
ous office expense control has recently had a pow- 
erfully illuminating ray of statistical light cast upon 
it in the publication for National Office Management 
Association members of the results of a survey on 
that subject by a committee headed by E. H. Conar- 
roe, Metropolitan Life Insurance Co. The survey 
features, in detailed tabulation, the current practices 
of 241 companies in controlling such expenses as 
postage, telephone, telegraph, heat, light, power, 
machine repairs, and other services and supplies. 


Published monthly by 
ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK, N. Y. 


M. A. Geyer, President: James E. Neary, First Vice-President: 
Donald McAllister, Second Vice-President; T. V. Murphy, Editor 
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At the annual meeting of 
the U. S. Chamber ef 
Commerce this modern 
office scene was featured 
as timely background for 
discussion of business or- 
ganizations’ part in defense, 


OFFICE SET-UP HIGHLIGHTS 
U.S. CHAMBER of COMMERCE Session 


From a stage setting of an up-to- date office, Charles P. Garvin, general manager of the National Stationers 
Association, d 4 on the defense work of business associations at the recent annual 
meeting of the U. S. y Rb of Commerce in Washington. The Streamliner furniture was by courtesy 
of Globe-Wernicke Co.; the red leather couch from Charles G. Stott & Co., Washington dealer. 

The office scene was the logical background for a meeting of this type, Mr. Garvin said, since national 
defense depends in large degree on the office equipment industry, and OPM and other government agen- 
cies could not long operate without the proper office set-up. In his capacity as chairman of the Cham- 
ber's trade association committee, in cooperation with the Department of Commerce, Mr. Garvin outlined 
the part played in national defense by America's busixess associations. 


General view of Chamber of Commerce session, Mayflower Hotei, Washington 
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HOW EFFICIENT ARE YOUR DESKS? 


By James H. Gaston 


PFFICIENT!’ There is that over-worked word again, but it is a word 

[ which is vitally important to business and industry in this era of national 

defense. 

Present day demands for production require a higher degree of efficiency in 
every department than we have ever known. But in peace time or war, effi- 
ciency is, and always will be a dominating factor in the success of any enter- 
prise. It has taken an emergency to emphasize its importance. 

This article deals with only one class of office equipment—desks. In attempt- 
ing to set up standards by which to measure desk efficiency, the factors to be 
considered must not be theoretical, but founded on standard practice and con- 
fined to those features found in the products of leading manufacturers. 

There is a wide range between a chief 


executive’s desk and one used by a clerk. 
The executive demands mass and dig- 
nity—a desk that in design and finish 
will harmonize with the decorative 
treatment of his private office. To him 
the mechanical details and construction 


Office of sales manager and general view of sales department in new Keystone 
Steel & Wire Co. office building, Peoria, Ill. 


Photographs Courtesy General Fireproofing Co. 
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features are of secondary importance. 

However, with the junior executive, 
department head, or rank and file work- 
er, it is a different story. To them a 
desk and its accessories are part of their 
working tools—their work bench, if you 
please. Insofar as it is coordinated in 
size, design, and operation to the task at 
hand, it is an efficient desk. 

Desks for the executive and depart- 
ment head have been generally standard- 
ized in the 60-inch and 66-inch double 
pedestal, flat top type. A 55-inch desk, 
without reduced pedestal drawer space, 
holds appeal as a space saver. For cleri- 
cal and machine use a range of smaller 
sizes are available. These range from 
50 in. x 30 in. double pedestal desks, 
down to the 40 in. x 30 in. single pedestal. . 

Some clerical tasks and the work of : a) 
many departments, however, require a Fa 
larger size. Although size depends up- 
on the kind of work for which the desk 
is to be used, in any event it should be 
large enough to perform its function 
without over-crowding. 

If we reduced the selection of desk 
sizes to a set of rules, they might read: 

lst—Classify desks according to the 
requirements for the kinds of work. 

2nd—Select a standard size which will 
provide the minimum allowable work- 
Ing space for a given operation. 

3rd—Use smaller desks where permis- 
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sible, to effect a direct saving in floor space, rent, and initial cost of 
equipment. 

4th—Having determined the size for a given requirement, standardize 
on that size, keeping in mind the factor of interchangeability between de- 
partments. 

At this point let us pause for a moment to consider the importance of 
standardization and interchangeability. In addition to standardizing sizes, 
it is equally important to standardize on desks which will match in color, 
finish and trim; preferably the product of one manufacturer. Thus a 
company may set up a schedule for desks which will not only be constantly 
uniform, but will also provide for the transfer of desks from one depart- 
ment to another with the assurance that they will line up. Another advan- 
tage of standardization is reflected in the service rendered by the supplier 
and time saved when ordering equipment. 

In many companies, desks and other equipment have been purchased 
from time to time in a haphazard manner without regard to predetermined 
standards. The result is a grand accumulation of many makes, few of 
which would line up to present a uniform appearance, not to mention the 
lack of other essentials which contribute to efficiency. 

We are now ready to consider the design and utility features of various 
types of desks—those factors which go to make efficient operation. 

First the 60-inch flat top desk. The drawer arrangement is important. 
For convenience, the letter file drawer should be at the top in the left 
pedestal, i.e., to the left of the user. This drawer should run on bearings 
of a type suitable to carry the load and permit of easy operation. It should 
be equipped with a compressor for filing material from front to rear, also 
provision for cross filing if preferred. The top box drawer, to the right of 
the user, in a flat top desk is a convenient location for card index trays. 
Most modern desks, however, provide a flexible drawer arrangement which 
permits placing the drawers to meet the personal needs of the user. 

The clerical type of desk supplies a real need in today’s office. It is 


(Please turn to page 38) 


A DESK YARDSTICK 


Use this yardstick to check the efficiency of your desks. Ques- 
tions may apply to an individual desk or a group of desks used for 
the same kind of work. 
1. SIZE 
Is the desk large enough to accommodate the work without 
over-crowding? 
2. ADAPTABILITY 
Are the design, drawer facilities, etc., adapted to the work? 
3. HEIGHT 
Is the height or working level correct for purpose? 
4. DRAWER ARRANGEMENT 
Are the drawers and accessories conveniently arranged to facil- 
itate the flow of work? 
5. CAPACITY 
Have the drawers sufficient capacity? Would fewer drawers 
serve just as well? 
6. MECHANISM 
Are the mechanical parts adequate to effectively perform their 
functions? Do drawers operate easily and smoothly? 


7. WORKING SURFACE 
Has the top a glare-free and durable surface? 


8. FINISH AND CONSTRUCTION 
Have quality and maintenance economy been a controlling factor 
when buying desks? 

9. STANDARDIZATION 

Have desk purchases been standardized to insure uniformity 

according to a predetermined plan? 
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ABOVE: 

DUPLICATOR. Example of functional design is this Style 
duplicator from Style Duplicator Corp., 150 Broadway, New 
York. It is fully enclosed and dust-proof, has a completely 
automatic paper alignment, all-steel and electrically-welded 
frame, dial control of paper guides. The cylinder can be easily 
and quickly removed for color work. The ball-bearing impression 
roller is automatic, rises only when the paper is in position for 
printing. Available in black or brown crackle finish. The mold- 
ing is of stainless steel, dials and handle are in catalin, working 
parts are cadmium plated. : 


NEW in the 
OFFICE MACHINE FIELD 


ABOVE: 


PORTABLE ADDING MACHINE. New portable electric add- 
ing machine is this Model 878 from Allen Calculators, Inc., 
676 Front Ave., N. W., Grand Rapids, Mich. It is a 7-column 
listing machine with 8-column capacity, totals $999,999.99. 
Features include: direct subtraction with items in red, 5!/2-inch 
wide stationary carriage for narrow and wide roll paper, auto- 
matic clear signal, visible dials, automatic ciphers. Operating 
keys include non-print, non-add, correction, repeat, live total, 
and subtotal keys, plus and minus motor bars. 


June, 194) 
For Purchasing Agents, 


ABOVE: 


PORTABLE TYPEWRITER. L. C. Smith & Corona Typewriters, 
Inc., 701 E. Washington St., Syracuse, recently announced this 
Corona Comet DeLuxe portable typewriter to retail at $47.75. 
Features include: floating shift, piano key action, automatic 
and manual ribbon reverse, margin release in keyboard, variable 
line spacer, back spacer, right and left shift keys, folding paper 
table, enclosed ribbon spools, non-glare keyboard, and striped 
wo finish. The carrying case may be used as an overnight 
ag. 


BELOW: 


ILLUMINATED DRAWING BOARD. Feature of this new 
Mimeograph illuminated drawing board is its maneuverability. 
Capable of instant adjustment, it may be positioned at any 
angle required for stencil illustration work. The model stands 
firmly on a three-point base. The board has a glass top set 
in a smooth and one-piece unbroken surface of plastic which 
provides easy and precise control of the T-square when used 
either the long or short way. Line stops facilitate accurate and 
uniform lines for ruled form work. A convenient light switch 
actuates even distribution of illumination. A specially-designed 
receptacle at the bottom of the table holds necessary styli and 
drawing instruments. From A. B. Dick Co., 720 W. Jackson Blvd., 
Chicago. 


LEFT: 


CHECK WRITER. Strike a key on this Model 33 Protectograph 
and a red signal flashes into view to warn the operator that the 
key has been depressed. In this way the new check writer, 
product of The Todd Co., Rochester, N. Y., works to prevent 
errors in the imprinting of amount lines on check. Other fea- 
tures: a device which winds ribbons automatically, rubber base, 
improved type style to make checks easier to read, use of 
plastic operating bars, and a new color treatment of bars and 
keyboard to relieve eyestrain. The machine is finished in grey 
crackle, while the keyboard, operating bars, and handle are in 
@ green-and-cream combination. 


OFFICE EQUIPMENT DIGEST 4 


Controllers, Office. Managers ~% 
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RIGHT: 
METERED TYPEWRITER SERVICE. Type-O-Matic metered 


typewriter service is a meter-controlled typewriter, mounted on 
a table which is provided with @ lock. By inserting 10 cents in 
the coin receiver, the typewriter is released for a 30-minute 
period, after which it is again locked by a timing device. It 
remains locked until another dime is inserted. All parts of the 
machine are fully guaranteed. The manufacturers, Grasten Co., 
4324—35th St., San Diego, Calif., report that the service can be 
installed in hotel writing rooms, railway stations, offices. 


LEFT: 
FOLDING MACHINE. Simplified construction and fewer op- 


erating parts are features of the new line of folding machines 
from Davidson Mfg. Corp., 1020 W. Adams St., Chicago. Instead 
of changing the direction of travel of the sheets, when making a 
right angle fold, the folder causes the paper to turn through a 
90-degree angle. It is then automatically squared by a microme- 
ter-adjusted guide, putting it in the right position for the right 
angle fold. Model 129 will handle sheet sizes from 3 by 3 up to 
14 by 20 inches, is equipped with a 1/6 h.p. motor, is mounted 
on a metal stand with storage shelves, occupies a 25 by 38-inch 
space. Model 133 takes the same sheet sizes, is equipped with 
a Ya h.p. motor, occupies a 25 by 63-inch space. 


} OFFICE EFFICIENCY 


LEFT: 

OFFICE MACHINE TABLE. Fea- 
ture of this Venus office machine 
table from Metal Arts Craftsmen, 
6633 S. State St., Chicago, is the 
Turret-Top which acts as a cover for 
the machine it holds. When lowered, 
the top provides a substantial exten- 
sion to the table, provides a 17 by 
38-inch working surface. Made of 
steel, it has rounded corners and hard 


Fa 5 
Som ee 


wr rubber wheel casters, two of which 

yy can be locked to prevent rolling. The 

x table lists for $10.95, may be had in 

2 walnut or olive green finish, is 20 by 

a 17 by 38! inches high. With the 

| a cover down, the table is but 26!/ 

Sate inches high. 

mS 

Sglitee ABOVE: 

Ret, Gale Products, Galesburg, Ill., manufacturer of window-type unit air 
=f conditioners, has announced two Mountainaire window sill model room 


coolers. The Lake Louise is 23 inches long, operates on a |/> hp. motor. 
%; Second model is the 1/3 hp. Lake Placid, designed primarily for small 

; private offices. Both models are easily installed without ducts, pipes, or 
window alterations. The units rest on the window sill, and space on either 
side is filled in with Prestwood baffles. The window closes on a layer of 
sound-deadening felt, keeping heat and noise out. Simply plug into elec- 
trical outlet for operation. The Lake Louise Model retails for $199.50; the 


ie SS 
2 


ae Lake Placid model for $149.50. Both cool and dehumidify by electric re- — 
FO frigeration, circulate, ventilate and clean room air, may be used the year 
round to bring in filtered fresh air. 
4 Th 
& = 
amo 
a tach 
: AS 
D LEFT: Dm 
3 MULTILITH DUPLICATOR. Addressograph-Multigraph Corp., om 
‘ 1200 Babbitt Road, Cleveland, Ohio, recently introduced this 2 
7 ei Model 1250 Multilith duplicator. Rubber-mounted on a storage Me 
nk stand, its new construction results in permanent alignment of the oa 
duplicator, power drive, and paper feeder. Variable speeds ¥ | 
from 3,000 to 6,000 impressions an hour are provided. Needle, ma 
we ball, or oilless bearings are used at important points to mini- W 
a mize wear. The automatic paper feeder is completely new. A iin 
” sensitive and electrically-actuated device rejects double sheets. opp 
: Ample suction for paper in a wide range of weights, finishes, and fling 
<= textures is provided by a four-vane vacuum pump. Sheet sizes Fou; 
from 3 by 5 to 9!/4 by 14 inches can be used on the machine. 
_ A 5-position ratchet control regulates the ink feed. 
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LETTERS AND SPACES 


The table below represents the result of 

a nation-wide research to determine the 
amount of file drawer space allocated to 
each letter of the alphabet: 


C—7.0%, 


While there are slight variations in dif- 

‘companies this classification closely 
approximates the distribution in present day 
ming=—From ‘Tips and Topics.’ Office 
‘quipment Co., Louisville, Ky. 
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MAKING 
HLING SUPPLIES 
AND EQUIPMENT 
HTT THE JOB 


By E. R. Finch,* 


Assisiant Secretary 
Western Electric Co. 


departments came to the secretary of the company and told him 

that he was not satisfied with the way his departmental files were 
functioning, and asked whether there was someone in the secretary’s 
department who might review the situation and make recommenda- 
tions for improvements. Our office service manager and a young lady 
assistant had accumulated considerable experience in job analysis in 
setting up a work measurement plan in our central transcription 
division and in organizing several other service jobs and this young 
lady was assigned to the task of analyzing the filing work of this or- 
ganization. In preparation for the undertaking, the young lady at- 
tended a filing school at company expense and completed a course 
running over several weeks, since it is always advisable to find out 
before starting as many as possible of the facts surrounding a job. 

A thorough analysis of the entire setup of this department was 
made and involved the examination of equipment, supplies, routines 
and environment. In due course, this job was finished to the entire 
satisfaction of all concerned. Since good news travels almost as 
rapidly as bad, requests were received from other departments for 
similar assistance. As proof of the interest aroused by these investi- 
gations, a large number of requests for assistance on specified prob- 
lems of filing procedure have been and are being received from de- 
partments whose files have not yet been analyzed. This activity has 
come to be regarded as an available service almost to the same degree 
as transcription or mail service. 

To summarize the findings of our investigations, it appeared that 
the adequacy of the indexes of files and the routines in use were su- 
perior to the other job appurtenances, if we may use that expression. 

Our company issues a catalogue of office equipment standards in 
which are described in detail items of office furniture, appliances, and 


M icv than two years ago, the head of one of our headquarters 


Frem paper delivered at meeting of American M A 
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supplies which are approved for company-wide use. 
One feature of these catalogue sheets is a description 
of the field of use of each item but we found that, for 
some reason, the information given in the catalogue 
was not being applied as generally as it might be and 
in a number of instances standard equipment and 
supply items were being used improperly. As a cor- 
rective, we have added to the stock list of stationery 
and supplies a description of the approved applica- 
tion where we deemed it necessary or helpful. This 
stock list is used for orders placed on the headquar- 
ters stationery storeroom. 

In these investigations one of the prime objectives 
is, of course, to reduce the effort and annoyances 
pertaining to file work. Many of these problems 
have been solved by the introduction of standard 
equipment and filing supplies and of well established 
filing principles but many others required custom- 
made solutions not to be found in any filing text 
book. 

Requisitions for all filing equipment and supplies 
are passed upon by the file analyst who, in this way, 
can determine that the proper item is put to the 
proper use. 

It will be possible only to mention briefly a num- 
ber of items which were brought to light during our 
filing analyses, which items have been incorporated 
into the filing systems of one or more of our depart- 


ments. In enumerating these, I shall divide them into main groups, the 
first of which is 


Filing Cabinets and Related Equipment 


Let me say right here—and this applies to the entire fittings of an office 
—good equipment kept in good condition makes for good office morale. 
The old saying that a good workman deserves good tools applies equally 
as well to the office as to the shop and it was part of this job to see that 
the equipment used, such as desks, chairs, and filing cabinets, was in good 
working order. We inaugurated sometime ago, not as a result of these 
studies but as a matter of good housekeeping, a semi-annual inspection of 
all office furniture. At the time of this inspection we cover among other 
things the oiling of file drawer slides and minor repairs to other furniture. 

One change made in our standard specifications for file cabinets as a 
result of our studies, is the elimination of follower-blocks in file cabinet 
drawers and the installation of spaced vertical supports whose obvious ad- 
vantage is the elimination of the slumping of folders. These vertical sup- 
ports are useful, not only in correspondence and legal size cabinets but in 
8” x 5”, 6” x 4”, and 3” x 5” card files. 

Another device which we have found helpful, particularly in larger de- 
partments and in departments where a number of people may be interested 
in the same communication immediately following its receipt, is a flat type 
sorter. Ordinarily the divisions of this sorter are labeled similarly to 
the file subject index and communications are filed under the appropriate 
divider immediately upon receipt so that they are quickly available at all 
times. The incoming material is collected in this sorter and is distributed 
from there to the main file at stated intervals. 

A number of instances came to light where legal size filing cabinets were 
used when correspondence size would have served as well. It is evident 
that where there are at one location approximately one thousand filing 


(Turn to page 34) 
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VEFICE EQUIPMENT 


RIGHT: 


OFFICE DESK. A Ided top, rounded corners, 3-ply panels, 
framed-in 3-ply bottoms, full size dovetailed drawers operating 
on extension wood runs feature this new combination maple desk 
from Michigan Desk Co., Box 392, Grand Rapids, Mich. It may 
be had from stock in several sizes, and in standard finishes of 
walnut, mahogany, school brown, Oakolor, with special colors at 
a slight additional cost. Other desk features include: a pencil 
tray, metal drawer pulls, pedestals which are automatically 
locked by the center drawer, rubbed top, flat-finished bases. 


BELOW: 


STEEL WASTE BASKET. Locked-in, welded construction fea- 
tures this new steel waste basket, built to withstand hard usage 
and mishandling. An all around bumper of soft, resilient rubber 
protects other furniture at any angle of contact. Rounded, 
stamped metal feet which will not bend, break, or mar floor 
surfaces, raise the basket one inch from the floor. From General 
Fireproofing Co., Youngstown, Ohio. 


ABOVE: 


FLUORESCENT FIXTURE. This No. 3115 fluorescent fixture, 
from Faries Mfg. Co., Decatur, Ill., gives a satisfactory distri- 
bution of light on the horizontal as well as the vertical plane. 
The fixture is 36 inches overall, takes either 4 or 6 bulbs. Finish 
is rippled bronze and white enamel. The fixture is designed 
for A.C. operation only. The 4-bulb size is 13 by 48!/ by 8% 
inches deep, while the 6-bulb size measures 16 by 48!/2 by 10!/, 


inches deep. 
BELOW: 
CURRENCY OMNIBUS. Product of Welham Metal Products Co., 


Geneva, Ill., is this Currency Omnibus unit for banks, made of stainless 

steel with steel binding. A paracentric key lock is provided to lock the 

unit completely. It has roller bearing, rubber-tired casters. The upper 

left hand side has a cash drawer which can be used for money bags or 

packages, while the upper right hand side has a tray for all denomi- 

nations of bills. The top is linoleum covered, while the finish is in olive 

green. For banks which require special sizes, the firm will build a BELOW: 

special omnibus to fit their needs. Further details and prices may be > 

had from the firm. DESK LAMP. Sturdy walnut for the masculine desk—that is 
the idea behind this lamp from Atlas Appliance Corp., 366 
Hamilton Ave., Brooklyn, N. Y. The lamp includes pencil trays, 


clip wells, and pen and ink holder, is produced from walnut- 
mottled Bakelite. 
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ABOVE: 


— | 


ABOVE: 


ADHESIVES IN NEW DRESS. A rubber-base adhesive which 
affords a new way to paste paper to anything without wrinkling, 
is now being packed in glass containers of two convenient sizes 
by W. A. Sheaffer Pen Co., Fort Madison, lowa. Para-Lastik 
adhesive is non-inflammable, clean to use, stainless. The broad- 
bottomed: amber glass containers hold |-1/3-ounces in the smaller 
size; 4 ounces in the larger. Quart and gallon sizes are also 
available. The metal closure is attached to a long-handled bristle 
brush which reaches to the bottom of the bottle, provides a handy 
applicator. The firm points out that Para-Lastik is useful for 
pasting transparent wrappings, and that papers and photos pasted 
with the new product may be separated later without damage. 


RIGHT: 


AIR RE-CIRCULATOR. New type of room air re-circulator 
from Kisco Co., Inc., 39th at Chouteau, St. Louis, Mo., is this 
Eddy model, a permanent ceiling fixture finished in bone ivory 
with bright copper-plated trim. The quiet 4-blade fan assembly 
directs air currents over a Deflecto plate which sends the breezes 
outward and downward over a wide area. The Eddy model 
Cool-Circle-Ator comes in four sizes, with variable speed motors. 


RIGHT: 


CHAIR CUSHION. Available in three sizes is this rubber 
chair cushion from Fair Furniture Co., 215 Chestnut St., Newark, 
N. J. It is made of one-inch solid sponge rubber filler, may be 
had covered with corduroy, velour, and reversible fibres. All 
cushions are |-inch thick, come in 15'/ by 14!/, 15 by 1634, 
and 17 by 18 inches. Cushions may be had with one side cor- 
duroy and the other fibre, or with one side fibre and the other 
side velour. 


LEFT: 


a 
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SOME AIDS 10 


———— ey an 


COPYING PENCILS. To overcome the normal tendency of 
copying leads to absorb moisture, the leads in the new Drysealed 
Turquoise pencils from Eagle Pencil Co., 703 E. 13th St, New 
York, are enclosed in a silvery sheath, said to be impervious to 
moisture. The film reports that scientific tests showed the pen- 
cils to function perfectly under all climatic conditions. Pencils 
ere tipped with a mouthpiece of crystal-clear plastic, and packed 
one dozen in a box, '/2 gross to a carton. 
—soft, medium, hard, and extra hard—to retail for 10 cents. Ac. 
cording to the firm, the Drysealed pencil is notable for its uni- 
formity of writing and copying quality. 
information about dealer helps may be had on request. 


Made in four grades 


Samples, prices, and 


PAYROLL SYSTEM. The Master-Craft Corp., Kalamazoo, 
Mich., a division of the Shaw-Walker Co., has developed a 
new payroll system which is made for both large business organi- 
zations and firms with relatively small payrolls. The system, used 
in connection with the firm's Kopi-Spot carbonized checks, elimi- 
nates copying work, makes possible the preparation of four 
records in one operation—payroll check, pay statement, earn- 
ings ledger, and payroll summary sheet. It is one of the payroll 
systems developed by the firm for the solution of payroll prob- 
lems caused by increased employment. 


~e sae raya 
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BELOW: 


RUBBER BAND PACKAGING. Red Raven Rubber Co., New- 
ark, N. J., recently introduced this packaging for its line of 
Atlas rubber bands. The white printing on the green and red 
background serves to make the package stand out on the deal- 
er's shelf. Feature of the packaging is the perforated side, 
which makes for easy accessibility of contents, without having 
to tear open either end to get at the rubber bands. The rubber 
bands come in various sizes and colors. 


ABOVE: 

B. & L. FILE. Made of red or gray pressboard, with a 4-inch 
metal tab attached, is this new building and loan file from 
Quality Park Envelope Co., 11-116 Merchandise Mart, Chicago. 
Heavy manila dividers, printed with various title headings, are 
securely held together with an Acco fastener. By changing the 
headings, the file can be used by trust departments, or wherever 
a system calls for placing papers in individual files. It is 10 by 
14%, inches in size, has a one-inch expansion. 


RIGHT: ee a 
VISIBLE FILE CARD FOLDER. The new Redi-Record visible pe : 
file card folder is a visible removable card system in a standard { eT alle ‘ 
filing folder, accommodates card sizes of 3 by 5, 4 by 6, and ‘ VISIBLE ‘ 
5 by 8 inches. The folder consists of a bank of easily-removable, 1 Mi meairiom 8 
visible, faint-ruled cards, manufactured right into the folder » == TLE CARD FOLDER = > 
which can be indexed and filed in any standard drawer, cabinet, 4 
document file, or the large drawer at the bottom of a desk. 
List prices range from 30 to 90 cents each. Descriptive literature 
may be had from the manufacturer, Redi-Record Co., 160 Madi- 
son Ave., New York. Available in 20-card and 40-card capacity 

folders. 


BELOW: 

DRAWING INK. An extra-dense black drawing ink was re- 
cently announced by American Crayon Co., Sandusky, Ohio. The 
ink is said to dry with a smooth surface without the slightest 
trace of gloss. The ink is permanent, waterproof. In addition 
to the extra-dense black, the ink comes in 13 colors, and regular 
black and white, can be used with pens, ruling pens, brush, air 
brush. The !-oz. bottle has a device called the Stopper-Dropper 
which makes it possible to fill ruling pens instantaneously, and it 
can be used as an applicator for large areas. It is so shaped 
that every drop of ink in the bottle may be used. 


RIGHT: 


OFFICE CUSHIONS. A complete line of sponge rubber office 
cushions, to retail from 75 cents to $5, has been announced by 
National Office Cushion Co., 110 Grand St., New York. Cushions 
come in gray, green, maroon, blue; in various coverings, includ- 
ing friezette, felt, corduroy, cane fibre, velour. Three sizes are 
available—stenographer's, 14!/2 by 15'/2; side chair, 15 by 17; 
and executive, 17 by 18 inches. Over-sized cushions, as well as 
round stool cushions for 12, 13, 14, 15, and 16-inch diameter 
stools are also available, as is a line of latex Foam-Air cushions. 
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ABOVE: 


PORTABLE TYPEWRITER. A new portable, the Correspond- 
ent model, has been announced by Underwood Elliott Fisher Co., 
| Park Ave., New York. Equipped with the firm's built-in typing 
stand which makes it a complete portable unit, the machine is 
available in a gray non-glare finish, has a back spacer, capital 
and small letters, two-color ribbon. The built-in stand, an integral 
part of the machine, opens to three typing heights; when folded 
into the carrying position in the black case it adds little to its 
size. Price to retail complete for $54.50. 


BELOW: 
DICTATING-TRANSCRIBING MACHINE. Filmgraph is a 


sound device for recording and reproducing sound on film. 
The film has room for 40 sound tracks, giving approximately 20 
hours of recording and reproducing on a single 500-foot film. 
The unit operates on 110 volt, 60 cycle A.C. current, will also 
operate on D.C. current with a transformer or converter. Model 
2ADB at left accommodates reels up to 2,000-feet capacity; 
Model ADB at right is suitable for office use. Prices and further 
details may be had from Miles Reproducer Co., Inc., 812 Broad- 
way, New York. 


RIGHT: 


24 


TYPEWRITER PAD. A new product, the Anchor-Fast type- 
writer pad, a non-skid, highly sound absorptive, resilient and 
durable pad, is being made by Korktone Co., 1936 Santee St., 
Los Angeles. The use of the pad is said to prevent machines 
from slipping or skidding even on highly-polished surfaces. A 
combination of hair felt, cork, and compounded rubber are the 
components of this pad which is available in a variety of shades 
and colors, including red, green, oxford grey, mahogany, natural 
cork. Attractively packaged in Cellophane, it retails for $1. 


ABOVE: 


FIGURING-LISTING MACHINE.  Lanston Monotype Co, 
Barrett Adding Machine Division, 24th at Locust, Philadelphia 
has announced that its Model BI5A, six-column Barrett figuring. 
listing machine is now furnished in the new Graytone finish, at 
no increase in price. The model features a 10-key keyboard, 
visible adding dials, multiply key, one stroke correction key, sub- 
total key, automatic total. '+ also prints an automatic clear 
signal, and sub-total and total signs. 


ABOVE: 


SPEEDLINER DUPLICATOR. This is the new Speedliner liquid 
process duplicator from Keen Mfg. Co., 800 N. Clark St., Chi- 
cago. Feature is the entirely new, all-steel, welded cylinder of 
improved construction. A re-designed fluid tank that will not rust 
or corrode is reinforced at vital points. A double rotating cam 
mechanism that lifts the dampening pad makes for s 
operation. The unit may be had with an attractive storage 
cabinet for supplies. 
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SHEAFFE 


QUART 
s 


. . . an Economy 
Beyond Your Present 
Buying Habits 


“MAGIC Very likely the desks in your offices each 
SPOT- contain a 2- or 4-oz. SKRIP-Well bottle. 
a If not, they should—NOT ONLY because 
CAP SKRIP is America's most popular writing 
fluid, perfectly balanced to achieve ALL 
desirable properties, not just one 
or two at the expense of others— 
BUT BECAUSE you can then refill 
those desk bottles from quart 
SKRIP bottles at a substantial 

saving ... and a still greater sav- The economical quart SKRIP bottle 


ing when you buy a dozen or more —note handy hand-grip shape, and 
quarts. cieanly pouring spout. 


Chem-O-Pure SKRIP is the Only Permanent Sediment-Free 
Business Writing System in Red, Black, Blue, Blue-Black. Have 
your red entries permanent, too. 


rt VJ * af Permanent SKRIP is kind to steel or fountain pens. It 

er ; a writes instantly because it doesn't dry or clog on pen points 
A = t 

SERS was nee —yet dries as you write, making blotters unnecessary. It's 


as lasting as the paper itself. 


The Patented SKRIP-Well T 

bottle . . . no soiled fingers Use QuICKMAlL 
= pens. . . = the - Why not speak to your supplier about this COUPON 
drop, gives the right constant economy? . . . W. A. SHEAFFER a, 


drink" every time. PEN COMPANY, Fort Madison, lowa. 
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This Flew : 
BUILDING and LOAN FILE 
will create 


a or you! 


QUALITY PARK 
BUILDING AND LOAN FILE 


is made of heavy red or gray pressboard, 
with four-inch metal tab attached. 


The file has manila dividers, which are 


printed with title headings, securely held 


with an Acco fastener. 


By changing the headings it is adaptable 
for trust departments of banks, also used 
where a system calls for placing of papers 
in individual files. 


SIZE—10 x 143%, INCHES— 
1 INCH EXPANSION 


Send Quickmail Coupon No. 17 


QUALITY PARK ENVELOPE CO. 


General Office & Factory = = Chicago Office | 
Quality Park a Warehouse 
St. Paul, Minnesota 11-116 Merchandise Mart 


TRANSPARENT ENVELOPES FOR RING BINDERS 

A fireproof, greaseproof, crackproof and waterproof 
line of transparent envelopes for covering and preserving 
material in ring binders, was introduced recently by Mur. 
ray Varat Co., 114 S. Clinton St., Chicago. 

These new coverings, known as Salesfolio envelopes, are 
made of cellulose acetate sheets, are open on three sides, 
and punched for all styles of ring binders. Envelopes are 
made to hold nine different sheet sizes from 3% by 6% to 
14 by 8% inches, without wrinkling. Each envelope has 
both a black and white filler sheet for mounting spegi- 


mens, samples, etc. The new envelopes lie flat, will not cur} 
or warp. 


COST ACCOUNTANTS SCHEDULE CONVENTION 
The twenty-second International Cost Conference 
of the National Association of Cost Accountants, will be 
held June 23 to 26 at the Waldorf-Astoria Hotel, New 
York. The four-day convention provides for a wide coy- 
erage of subjects, with emphasis placed on those subjects 
of primary current importance. The broad areas covered 
by the speakers at the morning sessions will be broken 
down for more detailed and extended consideration in a 
series of group discussions in the afternoons. 
Entertainment features include the annual golf tourna- 
ment, the president’s reception, the annual banquet, visits 
to various plants, and a special ladies’ program. Latest 
developments in the application of accounting machine 
equipment will be exhibited by Burroughs Adding Machine 


Co., Dictaphone Corp., Ditto, Inc., Thomas A. Edison, Ine., 


Felt & Tarrant Mfg. Co., Friden Calculating Machine 
Co., Inc., International Business Machines Corp., Marchant 
Calculating Machine Co., McCaskey Register Co., Monroe 
Calculating Machine Co., Inc., National Cash Register 
Co., Underwood Elliott Fisher Co. 


CONGOLEUM-NAIRN MAKES DESK TOP LINOLEUM 
A line of desk top linoleum in a range of colors, 
each scientifically selected to meet predetermined lighting 


| conditions, is being offered by Congoleum-Nairn, Inc., 


Kearny, N. J., oldest manufacturer of linoleum. In addi- 
tion to an attractive gray for use with fluorescent lighting, 
Nairn desk top linoleum is available in a soft brown, olive 
green, light green, deep green bordering on black, and 
solid black. Each of these colors is made with a smooth 
surface to serve as an ideal writing pad. 

The firm points out that the homogeneity of the com- 
position is so pronounced that pen or pencil will not de- 
part from its regular course because of openings in the 


| writing surface. The linoleum is made without a surface 
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treatment of any kind. Its dull surface reduces to an ab- 
solute minimum light reflection, both natural and artificial. 

To maintain the linoleum, the manufacturer recom- 
mends washing with a mild soap and water solution. Wax 
and lacquer are not required. 


For 0 UICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page I0 of this issue. 


It takes only l minute plus Ic to make an inquiry! 
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Buy the Stapling Machine 
With the "Sizzle" 


The 
ers check to twice as much as a hot dog or a hamburger 


Sizzle’ is what sells the steak and increases the custom- 


sandwich. 


And NEVA-CLOG is the machine that raises the demand 
from the ordinary desk type to a machine that performs many 
more stapling operations. 


When you go in to buy Stapling Machines ask to see NEVA- 
CLOGS first. Try one on testing materia: such as paper, card- 


board, softwood. The clerk will tell you: 


Try this machine. It will do all that other types do, PLUS 


Sue 


J-30 STAPLING PLIER $3.00 


MODEL S-100 STAPLING PLIER $4.50 
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many other handy fastening jobs. It fastens letters together 
easily in vertical files without removing file letters. It seals 
bags, attaches tags. It's portable—take your machine to the 


job—save time and effort." 


Then see how it lays flat on the desk or in a small drawer, 
out of the way. It fits the pocket for portability. Staples 
penetrate 40 sheets of paper, heavy bags, light wood or card- 
board. 


Yes—you get a ‘Sizzle’ with NEVA-CLOG Stapling Pliers 
because they satisfy your appetite for a machine that witl “Fas- 
ten many things together quickly, surely, and economically." 


See NEVA-CLOG Stapling Pliers first for better Stapling 
Machine value. 


And by using 
NEVA-CLOG 
Genuine 
Staples you are 
assured of long 
and trouble-free 
service as stated 
in the NEVA- 
CLOG guaran- 
tee. 

For further in- 
formation use 
QUICKMAIL 
COUPON 27. 


NEVACLOG PRODUCTS, Inc. 


BRIDGEPORT, CONN. 


GENUINE NEVA-CLOG 
STAPLES 
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NO CLOSED SEASON sees 
ON 
22 SIZES FAULTLESs 22 SIZES 


Carried in stock in solid Carried in stock in solid 
an EXCELLO “ach 
POST BINDERS 


IDEAL FOR PAY-ROLL RECORDS... DAILY REPORTS 
ORDER BLANKS... COPIES OF INVOICES, ETC. 


@ Slotted Lock Mechanism. 


@ Patented safety catch so operates that 
button slide lock cannot slip or unlock 
should binder be dropped or roughly © 
handled. 


@ Slide Lock operates quickly and easily 
with a slight pressure on the button. 


STATIONERS LOOSE LEAF CO. 


524 N. Broadway, MILWAUKEE NEW YORK, 237 Lafayette St. 


To answer the above ad use QUICKMAIL COUPON No. 34 


Writing satisfaction for ‘all hands’ 
NGBUSCH “with the Sengbusch Handi-pen 


DESK SETS a. — — All the way down the line — from major 


RI executives to routine workers—you get warm 
IN INK- READY TO WRITE thanks for equipping desks with Handi-pen. 


Instant, smooth, almost effortless writing 
tap feature) adds to working efficiency, 


a. 
eh ALWAYS 


reduces strain. Big ink supply (up to a year 
- filling) cuts down refilling nuisance; ink 
ills go down...Get a Handi-pen demonstra- 
tion—try a set. Ask your stationer about 10-day 
trial offer, or write direct. Sengbusch 
Self-Closing Inkstand Co., 625 
Sengbusch Bldg., Milwaukee, Wis. 


DESIGNED IN RELPING 


wit 35 YEARS ad 
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To answer the above ad use QUICKMAIL COUPON 
June, 1944 


ar ‘ Es Se dos 
<2 ape , ae ee ; ae eae 
of ae Be ae (ae 
+254 ; — Deora en Sees ne Oe 
! ne ae is eee a. ee 3 
» a e f je eo , ae ee Aas i fa 
eo 
a eee 
: Ce ine : 7 ; | oe i hen a 
ae sf: — a iat 
Seer _— rrr 
; 3 ai - 
: aay \ HANDL-PEN 
: eff 4 ScrEmTIFICALLT pEsien£o | ; p 
| : B, cone \ Te “it You maximuM NK FEEDS 0 
t a al . oe to seneaner 
woLos Six 
s montes TO FE * ee / 
eer ears SUPPLY ee 
“4 of INK me i 
Na Rica’ * \ aes a 4 a = 
aera 4 mocoeo IN ONE en noe | 
item : $s OF . 
4 ‘ »’ piece or ward OF 19K TO PONT OASE oF 
een” ; wo ait auesen~ ERMAN: pouos LARGe > 52 PUNE 10 OF coy 
. ~! Be rd y pesisTant | FY supPLy OF WK A Oaru. rewns 
a = 
Bh ft OUR FAVORITE inex 
eee et st re 
A we we 
- were" 
aac 2 10 oat wk | =—_. 
5 sin CHOICE FROM MANY STYLES AND colon COMBINATIONS | | 
oF er 4 senceusch a _ | 
@ p Bm eS "ADAPTO DEST ses ~ he i 
pee Gs | set oe - o, 3 
eS bgt | 12 ee 
; i wer he / s ao Ee 
ag fs ; me as 4 4 ' 4 a 
1 <4 : ae ot gorse NM . q : oe % 2 i j EB 
a too Gg _ = a | 
, wide high. a — s : | 
dey cng 28 Sl 
<a 2 : : 
’ i& 4 
pane Ratan ae | 
t : é a _ s 
— oe ee 3 aed ee 


Se Ge RT ee: ee 


vat 


PURCHASING AGENTS ELECT HAYES 

F. Albert Hayes, of American Hide & Leather Co., 
Boston, was elected president of the National Association 
of Purchasing Agents at their recently-concluded Chicago 
convention. Attendance records were broken at the four- 
day meeting, and the five general sessions and two forum 
meetings were jam-packed with discussions of purchasing 
problems. 

On the executive committee for the year are Cecil C. 
Callowhill, American Can Co., Canada; Geo. E. Price, Jr., 
Goodyear Tire & Rubber Co.; F. Albert Hayes; C. E. 
Drake, National Standard Co.; B. B. Countryman, Minne- 
sota Mining & Mfg. Co.; Ben R. Newbery, Lone Star Gas 
Co.; Roy C. Haberkern, R. J. Reynolds Tobacco Co.; B. G. 
Byrne, New England Butt Co.; J. Mirrett Gamble, Stand- 
ard-Coosa-Thatcher Co.; W. E. Bittner, Diamond Alkali 
Co.; Robert L. Grube, Stephens-Adamson Mfg. Co. Finan- 
cial officer is B. R. Newbery, Lone Star Gas Co. 

At the convention, the J. Shipman Gold Medal Award 
was presented to Donald M. Nelson, Director of Purchases 
in the Office of Production Management, Washington. 

The 1942 Convention will be held in New York at the 
Waldorf-Astoria Hotel, May 25 to 28. 


N.O.M.A CONFERENCE SCHEDULED 2 
With attention focused on the means of speeding 


industrial production, and the growing realization that 
executive or office control is the virtual keystone of the 
arch of production, particular and unusual interest is 
evidenced in the 22nd annual conference of the National 
Office Management Association, to take place June 9-11, 
at the Hotel Statler, Boston. 

Central topic for consideration is “Mobilizing the Re- 
sources of the Office.” Prominent speakers representing 
a comprehensive cross-section of the nation’s business con- 
cerns will discuss the various phases of the general theme 
in a series of general sessions, discussion groups and case 
studies. 

Complete details of the entire conference are available 
from W. H. Evans, national secretary, Peirce School, Phil- 
adelphia, or T. U. Fretheim, conference chairman, Hard- 
ware Mutual Casualty Co., Boston. 


N.A.C.A. STAGES OFFICE OF TOMORROW 

With the theme, “You Can’t Do Today’s Business 
with Yesterday’s Equipment and Expect to Be in Business 
Tomorrow,” the Peoria, Ill., chapter of the National Asso- 
ciation of Cost Accountants, under the chairmanship of 
Paul Bourscheidt, staged an exhibit of modern office equip- 
ment at the Inglaterra Ball Room, Peoria, on May 13-14. 
Admittance to the public was by ticket, these being secured 
free from the concerns who had exhibits. More than 20,000 
tickets were distributed. 

The exhibits were said to represent a half million 
dollars worth of office equipment, displaying all sorts of 
devices for attaining speed, accuracy and comfort in the 
office. 

Twenty-nine exhibitors were represented. 

Mr. Bourscheidt was general chairman of the executive 
committee in charge of the exhibit. W. E. Bergstrom was 
in charge of arrangements; O. E. Burns of publicity; 
Charles M. Ward of finance; W. J. Wemple of exhibitors. 


——— 


FLOOR TREATMENT IN THE OFFICE LAYOUT 
by Kenneth H. Ripnen, of the nationally known office and factory 
layout organization of Kenneth H. Ripnen, Inc., 342 Madison Ave., 
New York, will appear in the July issue of OFFICE EQUIPMENT 
DIGEST as another in the interesting series of articles on layout 
Problems written exclusively for this magazine by Mr. Ripnen. 
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OPERATIONS — 


IN ONE MACHINE 


A demonstration quickly sells this versatile 
new machine. For only The Aceliner staples, 
pins, tacks and hand fastens . . . offers 
four staplers in one! Hand balanced and 
built with watch-like precision from finest 
triple plated steel, it is guaranteed for a 
lifetime of dependable, trouble-free service. 
Durable molded plastic tops are available 
in 4 colors . . . Walnut Brown, Mahogany 
Red, Emerald Green or plain Black. 


STREAMLINED FOR EFFICIENCY 


Finer quality and greater efficiency are re- 
flected in the outstanding beauty of its color- 
ful, streamlined design. The Aceliner will 
help you increase office efficiency. For, of 
all stapling machines, it alone renders a 


complete desk stapling service, combining 
four operations in one machine! 


AN“ACE” for EVERY PURSE or PURPOSE 


The complete ACE line offers better ma- 
chines and staples for every purse and 
purpose. “Also the popular ACE Staple 
REMOVER. It snaps out clinched staples in- 
stantly . . .no damage to paper. Write today! 


SEND FOR NEW CATALOG AND PRICES 


ACE FASTENER CORPORATION 
3415 N. Ashland Ave., Chicago, III. 


| Send plete inf tion on the Aceli 
and other Ace Staplers, Staples, and Staple 
| Remover. 
l Name 
' 
| Address - S 


GUARANTEED FOR A LIFETIME! 


Mail the above Coupon or use QUICKMAIL COUPON No. 15 
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STORIES OF OFFICE EFFICIENCY NO. 3 
au“ 


—— Srankly it seemed a 
poor tdea AT FIRST—- 


Try putting Chicago AUTOMATIC Pencil Sharpeners [% 
ON EVERY WORKER’S DESK! Seems like an expense §j 


at first—but it really saves money. 


The CHICAGO 
Model 
Most popular low 
priced model for 


standard size pen. 
cils. 


That’s why many firms make this EFFICIENCY TEST: 
They outfit HALF the staff with individual Chicago Auto- 
matic Sharpeners and then compare work output. These 
PERSONAL Sharpeners on each desk pay for themselves 


quickly . . . often in a week or less. 


Work is neater, faster—mistakes fewer. 
No time is lost enroute to the sharpener, GET THIS BUYING GUIDE © 


or in “warming up” on return to work. Large handsomely illustrated book 
r FREE. Shows over 20 different 
Send Quickmail Coupon No. 36 models for all needs. Also details and 


specifications on Automatic sharpener 
for Catalog 661-A construction, care and operation. 


— Automatic CUTTERS, deeply undercut for free flow of shavings — ground 
to a razor edge — are the secret of pencil sharpener leadership thru 34 years! 


C PENCIL SHARPENER Sre'co! sexes tivo 


No Lost Motion— 
No Lost Minutes 


with BURNS COPYHOLDERS 


Today’s business conditions call for speed in 
the office as well as in the factory. Burns 
Copyholders are valuable in this respect be- 
cause they save hours of stenographic and 
typing time each week. 

Copy is always at the most efficient point of 
visibility, and the guide line adjusts easily with 
finger-tip pressure without disturbing the typ- 
ing rhythm. 

With the Burns Copyholder shown you get all 
seven important features and full efficiency 
for the low price of $15.00; other models are 
priced down to $3.00. 


Consult your office supply 
dealer today, or send Quickmail 
Coupon No. 16 direct for com- 
plete details. 


URNS CHE SGUS 


TELEPHONE BRACKETS @ COPYHOLDERS @ GOOSENECK LAMPS @ CHAIR AND DESK PAD> 
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Out in Front 
for Guer 22 YEARS 


When horse—or product is 
consistently out in front it 
is unquestionably good .. . 
A WINNER. The fact that 
the LIBERTY Record Stor- 
age Box has been the Na- 
tional Favorite ever since it 
was first put on the market 
is its best rec tion 


WHY LIBERTIES LEAD 
LIBERTY Record Storage 


Boxes are designed to meet 
modern requirements for the 
utmost economy and effi- 
ciency in storing INACTIVE 
RECORDS. 


Made of finest quality jute 
corrugated board they last 
indefinitely. 


Moisture resistant they ex- 
clude mildew, dust and dirt, 
and bring system and order 
to the storage room. 


The patented Closing Method closes the box safely and 
securely and opens in a “flash”—no tying or on 


Labels factory applied and gummed “titling strips” 


closed in each box assure positive indexing and mp 
finding. 


LIBERTY Boxes stack anywhere, or fit into shelving that 
you now have. A metal pull ring is provided which 
makes removal from stack or shelf easy. 


23 stock sizes available to handle practically any standard 
form, in large volume, at trifling cost. Special sizes will 
be made to order promptly. 


LIBERTY Boxes come knocked down, may be stored in 
small space; set up in a few seconds, as needed. 


LIBERTIES ARE THE VERY ESSENCE OF 
ECONOMY—WITH EFFICIENCY 


CHECK SIZE in dozen lots 71¢ each 
LETTER SIZE in dozen lots $1.12 each 
Attach this ad to your letterhead and mail TODAY for 


a FREE SAMPLE and complete catalog of sizes and 
prices. No obligation. 


BANKERS BOX COMPARY 


SU SOUTH CLARK STREET + CHICAGO, ILLINOIS 


To answer the above ad use QUICKMAIL COUPON No. 38 
June, 194) 


Coultiell 


THAT SWARM OF 


LOOSE RECORDS! 


THAT cy WARM OF 
LOOSE RECORDS! 


PERS WORTH THOUSANDS CAN BE PROTECTED FOR PEMHIES” 
. ‘ 


“ACCO" 


ER 


SQ BOUND PAPERS ARE SAFE PAPERS 
SS 


ONTROLLING the swarm of loose, incoming 


records—and the copies of numerous outgo- 
ing records—is more vital now than ever! 


The handling of loose records invites losses due to 
haste and carelessness. ACCO-BOUND papers are 
secure——and speed up executive action. The 
application of the Acco Fastener to routine office 
business is so broad that we urgently invite both 
the present users of Acco Fasteners and all others 
interested in protecting their records against mis- 
filing and loss to write for an illustrative leaflet 
and samples. 


ACCO 


PRODUCTS, INC. 
39th Avenue & 24th Street 
Long Island City, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 29 
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ON THE COUNTER OF — 


STATIONERY STORES 


JUSTRITE ‘'CRYSTAL 
CLEAR" INDEX TABS come 
in three standard sizes— 
%"" for one line, %"' for 
two lines and '/,"' for three 
line indexes. 


@ This display places an index tab before you that 
is more convenient and practical to use, doing the 
job of indexing better and in less time. Among the 
many Justrite features you'll enjoy having at your 
finger tips are the ready-printed index inserts cover- 
ing the months, figures | to 31, letters A to Z, the 
48 state names and miscellaneous wording. You'll 
thank yourself many times for turning to Justrite 
Index Tabs when you have occasion to use the Kolor 
Kit which enables you to make indexes in any one 
of seven colors without changing tabs or buying 
colored ones. No other tab on the market offers 
as complete a set. All these “extra value" features 


= yours at the same price you pay for ordinary 
tabs. 


A few features . . . Bead-edge construction for st-ength 
and long wear . . . Made of a non-inflammable, non- 
warping material that will not crack or discolor with 
age . . . Kolor Kit and ready-printed index inserts come 
with every box. Use Quickmail Coupon No. 21. 


THE LOUIS MELIND CO. 


362 WEST CHICAGO AVENUE © 


39 CORTLANDT ST. 
NEW YORK CITY 


CHICAGO | s 
de : 593 MARKET ST. 
SAN FRANCISCO 


JASPER CHAIR COMPANY 


osture ¢ oe 


Years of experience in the designing and 
construction of every type of office chair, 
enables JASPER CHAIR COMPANY to 
achieve in posture chairs the maximum com- 
bination of smart appearance, seating comfort 
and moderate price. A wide range in both 
wood and upholstered styles, in solid walnut, 
quartered oak and birch; walnut or ma- 
hogany finishes. 


JASPER CHAIR CO. 


JASPER INDIANA 


George A. Litchfield, Sales Mor. 
Jasper, Ind. 


NEW YORK CHICAGO SEATTLE 
R. J. Freeman 


W. H. Brown . 
383 Madison Ave. 6708 Glenwood Ave. Orpheum Building 


SOUTHWEST SOUTHERN 


James E. Fowls, 3414 
Heights Blvd. Cleveland, Oe 


To answer the above ad use QUICKMAIL COUPON No. 22 
June, 1948 
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Will Bill 101 Uses 


IN YOUR OFFICE 


Regiment your papers . . . simplify your files . . . smooth out the innumerable small 
problems of daily office routine. Dennison has a stalwart array of Handy Helpers to 
let you do just that. Today, put one or all of these time-savers to work in your office. 


Tags Gummed Reinforcements Glue 
Gummed Labels Cloth Mending Tape Paper Fasteners 
Handy Bookshelves Gummed Index Tabs Clasp Envelopes 
Transparent Adhesive Tape 


Each one is doing a grand job in thousands of offices. A catalog is yours for the asking. 


DENNISON MANUFACTURING Cco., Framingham, Mass. 


To answer the above ad use QUICKMAIL COUPON No. 42 


in this handy, file-size book. 

48 Pages, full-color illustrations, 

_ complete information AND prices 
on LABELS for Shipping, Advertising, 
Instruction, Production, Packaging. 


FOR YOUR 2 ANSWER THIS & 
FREE COPY Use QUICKMAIL 


vie t oe sf 70 ay! COUPON no Ey 
Ever Ready LABEL Corporation ~. 


cy 


(ABE 


141-155 EAST 25th ST. |= NEW YORK, N.Y.  utictics 


lott 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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Path 6. 2 


The Super-Geature — 
ADDING MACHINE ROLL 


uniform in -gunlity, text 
— tor the particular grade. 


NO WASTE IN STARTING THE ROLL 
This patented feature makes starting a new roll 
easy ... and eliminates yey all waste. 
Full measure in em 4 LD ROLLS and you 
can use all of every roll. 


PAPER SPECIALISTS FOR THE STATIONER 


ROCKWELL-BARNES CO. 


1525 West 38th Street Chicago — 


To answer the above ad use QUICKMAIL COUPON No. 18 


FILING SUPPLIES & EQUIPMENT 


(Continued from page 20) 


cabinets, it is possible to shuffle this equipment around go 

that the type and size best fitted for a particular job may, 

in many cases, be furnished from some other department 

within the company, instead of having to be purchased. 
Filing Supplies 

Practically all papers filed in bound folders throughout 
our company bear standard punching and it was therefore 
found advisable to convert moveable multiple head punches 
to permanently set punches. A bulletin describing the 
method of conversion was prepared and distributed to all 
departments. Our supplier was convinced of the advyan- 
tages of punches with permanent heads and has made 
this model available commercially. 

Whenever possible we have recommended loose filing in 
folders and the use of wire staples in place of clips or other 
bulky fasteners for associating a limited number of related 
papers. 

Because of its long life, kraft paper stock has been 
standardized for all flexible file folders. This change from 
manila and other paper stocks was not directly a result of 
our filing investigations, but has proven most advan- 
tageous. 

Flat fasteners for binding papers in folders were stand- 
ardized in place of round head fasteners because the former 
are less bulky and adjacent papers cannot be caught up in 
the projections. 

Glassine envelopes have been selected for the file storage 
of stencils to be re-run. This material affords protection 
for adjacent papers from oil in the stencils. 

A standard method of labeling the backs of thin binders 
has been put into effect—top to bottom. 


Bulletin type has been adopted for the preparation of 
binder, folder, file drawer, and shelf labels, thereby elim- 
inating hand lettering. This necessitates the provision of 
a special purpose machine, but the total requirements for 
this type of lettering warrant the expenditure. This work 
is done centrally in our transcription division. 

It was found that the spacing of perforations on corre- 
spondence folder labels did not exactly agree with type- 
writer spacing. Our supplier has rectified this difficulty 
thereby greatly facilitating the typewriting of these labels. 

Metal and cellulose acetate label holders have been de- 
veloped for use on open back binders. 


Filing Technique 

You have all doubtless had the experience during an 
investigation of office procedures of having one line of 
study run over into another field. The secretary of our 
company is functionally responsible for the preservation 
and destruction of all company records. During our file 
studies we often found it expedient to eliminate inactive 
material from current files by destruction or transfer to 
inactive storage. The degree of conformance with the 
secretary’s rules for such preservation and destruction of 
records was thus made evident as a by-product of these 
file analyses. 

No attempt has been made to list these items in the 
chronological order of investigation but the elimination 
from current files of inactive material, either by transfer to 
inactive storage or destruction, is the first operation in any 
file analysis. It goes without saying that it is foolish to 
buy a blanket for a horse that you are going to send to 
the bone-yard. 

We recommended to all departments that file designa- 
tions (code) be shown in the upper right-hand corner on all 
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PROMPT 
DELIVERIES 
ASSURED 


For a Limited Time Only 


THE ORIGINAL, PIONEER 
AND PATENTED 


CIRCULAIR 


“SUCCESSOR TO THE FAN” 


Twelve New Models . . . improved 
in Appearance and Performance 
... Built and Guaranteed by Kisco 


Not Three . . . But FOUR BLADE as- 
semblies! Not 3620 . . . But 4200 C. F. M. 
capacity! Not one . . . But TWELVE 
models. ... A size and style for every need. 
... A complete line of Time-Tested, Prov- 
en and Patented units. These powerful 
electric air recirculators are concealed in 
these beautiful, useful pieces of metal fur- 
niture. 


The New Ceiling Type Kisco 
“Defiecto" Cool - Circle - Ator 


Powerful, quiet, 4- 

blade acsembly distrib- 

utes 5980 eu. ft. of sir 

per minute in cooling 
its out- 


ceiling fixtures in 
four sizes, bone 
ivory finish with 
bright copper 
plated trim. 


KISCO COMPANY, INC. 


SAINT LOUIS 
MISSOURI 


The “Utility” 


See Your 
Office Equipment 
-.. Ask for 
A Demonstration 


in Your Own Office The ‘Nu-Smoker’” The “‘Lo-Air”’ 
To answer the above ad use QUICKMAIL COUPON No. 46 
dune, 194) 


MODERN 
BOOKKEEPING 
RECORDS 
NEED 
MODERNIZED 
INDEXING 


To insure maximum benefit from your posting 

uipment investment you must have indexes that 
will speed up operation and stand day after day 
handling for years. 


NUBIAN FIBRE 


is the ideal material for the purpose because with 
Wabash Steel Tabs it is practically indestructible 
and the gleaming white Gadinecund of the index 
headings throws the large plain lettering out so 
strongly. The celluloid fused over face of the 
lettering protects it from soil and wear forever. 


Sold by Retail Stationers 


THE Wabash CABINET COMPANY 


FILING SUPPLIES EXCLUSIVELY, WABASH, INDIANA 


The Wabash Cabinet Co., Wabash, Ind. 
Send us information about Indexes for Machine Posting 


Firm 
Address 
Individual 
Name your Stationer 


Mail the above Coupon or use QUICKMAIL COUPON No. 41 
- 35 
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Copy RIGH T CopyHouver 


The TILTING, TWO LEVER 
Ball Bearing, Lifetime 
Copyholder with Unrivaled- 
EQUI-PRESSURE Paper Grip. 

= e : ; 
FOR MODERN, FRONT-VISION 
Line for Line Copying... 
A Necessary Adjunct to” 


- SIX MODEL WIDTHS 


to Meet All Transcribing 
and Copying Needs. 
ASSURES MAXIMUM SPEED 
and Precision: Saves Eyes, 
Backache, Time MONEY! 


DIFFICULT PROBLEM 
—SIMPLE SOLUTION! 


Shortage of skilled office work- 
ers, Wages & Hours Law, urgency 
of Defense ie ete., leave 
no room for 8 
office practices. 


That’s why the most progres- 
sive firms—firms that lead the 
World in adopting the BEST 
METHODS—are installing more 
CopyRIGHT Copy-Work Holders 
in their Stenographic and Typing 
Departments. 


Ask for FREE TRIAL TEST in 


your own office. No obligation, 
of course. 


_ COPY RIGHT MFG. CORPORATION 
Pee 
se. PARK PLACE “—r NEW ) 


‘OREM Y 


MULTIGRAPH, MIMEOGRAPH, SEAL- 


Also ~ Adding Machines, Comptometers, 


AN ENTIRE BUILDING 
AT YOUR SERVICE! 


Addressing 


N ti | eje 
Exhibit | Mailing 
«& Office 
Showroom Machines 
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Specializing In 
ADDRESSOGRAPH & ELLIOTT 
_ MACHINES « EQUIPMENT 

SUPPLIES S 
* 


NG, FOLDING & MAILING MACHINES 
Calculators, Checkwriters, Dictaphones, 
Bookkeeping Machines. 
Write for Catalog and Prices 


MAILERS SERVICE & EQUIPMENT co. 


40 West [5th St. (The Mailers Bldg.) New York, N. ¥. 
Cable—MAILSERV~_New York 
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“To"'answer the above ad use QUICKMAIL COUPON No. 14 


papers. The advantages of uniformity in this respect need 
no comment, 

“What is so rare as a day in June” or any other month , 
when a folder removed from file is not returned with paper. 
slips or clips inserted as markers? These should be re- 
moved before refiling for the sake of neatness and economy 
of space and ease of reference for subsequent users. 

Consistent with logical sequence, the most active materia] 
in filing cabinets should be stored in the top drawers for 
more convenient access. 

It is axiomatic that papers to which more than one per- 
son has occasion to refer. should be filed with related papers 
as promptly as possible after receipt. The trick is to get 
them off the desk of the first recipient without his know- 
ing it. 

Miscellaneous 

Accident prevention should be given careful attention 
even in a filing group. Care should be taker to see that 
splinters on wooden furniture are eliminated for the con- 
servation of silk stockings if for no other reasons. Burrs 
on metal file cabinets or other metal furniture should be 
eliminated. No pointed prongs of fasteners should be ex- 
posed on the outside of file folders. The use of pins for 
fastening papers and of spindles (inverted ice picks) was 
discontinued years ago in our company. 

Where the use of a ladder is necessary only the best 
approved safety type is warranted 

Smoking should, of course, be prohibited in file storage 
rooms, and fire extinguishers and asbestos gloves should be 
located adjacent to such storage space and be easily 
accessible. 

File drawers should be kept closed except when actually 
in-use and files should be bolted together or backed up to 
a wall to prevent tipping if two full upper drawers are 
opened simultaneously. 

Paper trimming machines should be equipped with 
guards, and I know of one company which learned this 
too late. 

The subject of environment is, of course, apropos to any 
file investigation. The location of the files as regards those 
who use them, proper ventilation, proper lighting, the ar- 
rangement of the files themselves and related equipment 


‘are all questions which must be considered. 


The opinion, even of experts, as to adequate lighting 
varies from here to there. We must always remember that 
good eyesight is a precious possession and should not be 
jeopardized. Ample light makes for rapid, accurate work. 

At this point, the consideration as to whether files should 
be centralized or decentralized naturally arises and each 
case must of necessity be considered on its merits. 

A small thing which will add to the comfort of a filing 
clerk’s life is the ability to attach gummed labels to the 
edges of file folders without soiling the hands or smudging 
the typing on the label. We have in use a suggestion which 

iminated a sticky job and made our filing personnel more 

ptive to other proposed changes. 

“Another convenience for a filing group is a filing stool 
fitted with rubber-tired, ball-bearing casters. Its use saves 
— but it should never be stood upon for obvious 


CATALOGS 


FRANKLIN RESEARCH Co., 5134 Lancaster Ave., Phila- 
delphia—Illustrated folder on Chekit wood finishes dis- 
cusses types of floors to be treated, methods of treating: 

GENERAL FIREPROOFING CO., Youngstown, Ohio—Catalog 
No. 418-A on the 1600 Series of metal desks and tables. 


Basic designs have been retained. Innovation is the in-- 
creased curvature given to corners of the top, leg, pilasters, - 


drawer housings. All square edges and corners have been 
eliminated. 


June, 1941 42 
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Every Desk Worker HIGGINS ETERNAL BLACK 
Needs a PRESTO The Permanent Ink 
Desk Stapler For Permanent Records 


Higgins Eternal Black is the standard writing 
ink for contracts, deeds, public records and all 
documents where permanence plus blackness 
is required in writing inks. It is security 
against the ravages of age, air, sunshine, 
fire, flood and chemical eradicators. 
Eternal Black is standard for business, 
social or professional use .. . 
for fountain or dip pens. 


“Buy it from your Stationer” 


®@ Streamlined design 
Oo @ Finished in wine-colored 
baked enamel 
@ Rubber base protects desk 


and holds extra staples 
The sturdy PRESTO Deluxe Desk Stapler is a magic time 
saver for desk workers everywhere. It sells on sight! One cus- 
tomer sells another! Join the PRESTO Time Saving Parade. 
Send QUICKMAIL COUPON No. 20 for sample, and let PRESTO 


« —— 
oven the way for more work per worker. . HIGGINS 
Metal Specialties Mfg. Co. 


HIGGINS INK CO., INC. © 271 NINTH STREET, BROOKLYN, N. Y. 
3202 Carroll Avenue Chicago, Illinois 


To answer the above ad use QUICKMAIL COUPON No. 9 


TORN PAPERS A Stylus For Every Need! 
QUICKLY’ MENDED 7 Of 


Th, @f:,;, i Tips— 
_—" VANISHING PATCH at ha aE oil Diffeent! 


, ‘tf bg i loo 
with Vanishing Patch. You - \ a : = wah petete, leap 
“on” a DRY strip off : - ws q 7 & wheels, shading, ete. 
transparent film over the : Ate ‘ on q a . 

torn sheet and the tear 1s } . o i The soft, neutral 
permanently welded. The ; ; tones of their beige- 
handy little  thermostati- ; sa q y | mottled lumarith han- 
ally controlled Patch Torn sheet mended Torn sheet mended : : a Desi 5 tt 
Welder does the trick of with Vanishing Patch ponds Pt a = : ee — saaa I 
making the Vanishing (note clean edges and ohne and buckling of ae he — = avol . eyetatigue. in at- 
Patch stick. flatness of sheet). sheet). ss i : 2 3 tractive transparent 


Vesiding, Patch will ost dis- " a j } . containers. 
color or deteriorate with age. d 3 a i a : . 
ba cection of the peat —_ R a = © Knurling near tip 
ere y the strip o anish- Ne 3 : iF ‘Ge . . 
ing Patch actually becomes . ae / << so index finger al 
more readable than the rest Vl ; ia ca pecially firm grip. 
of the sheet that is not cov- S fr ~ ; ah ‘ n 
ered. Vanishing Patch also A we a ie a | ® Beautiful rainbow 
my ty Tiga etal Ay © s & colors; pleasing to the 
5 agg applying ’ ‘F Bi eye. Easy to clean and 
ini: ing Patch to a . 
torn paper sheet. : a Le ; keep clean. 


A complete Vanishing Patch a Mae arerty : to a é § ® MADE IN U.S. A. 


ow poe d ase z = 11 
strips of Vanishing Patch, 1 ; 
thermostatically controlled : “4 “2 ; side San acs ae 
Pabkiag Welder and 1 felt ) —STYLI TIPS / : 4 — hate pleasing 
<i 78. \ — CADMIUM-PL Di: ‘ Rainbow hues; please 
Write today for prices : write for your copy 
samples, : ; ; today. 


om. Incorporated | "| The Technygraph, TECHNY, ILLINOIS 


ton, Connecticut 
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r 
A FINE CYLINDER 


Improved! 


Watch for the new 
monogram, the en- 
circled D E, if you 
want to be sure of 
the latest model, 
the most uniformly 
precision made 
cylinder for super- 
efficiency in dicta- 
tion. 


NEW D E STANDARD CYLINDERS 
FOR DICTAPHONES AND EDIPHONES 


Satisfied users of the regular “Standard Cylinders” will be 
surprised that these already fine products of the world’s 
largest and oldest independent cylinder makers have been 
refined to a point where they are now scientifically more 
accurate and uniform than before. Installation of the latest 
modern, precision controlled equipment has made this 
possible. Write for samples of the new D E cylinder. 

Use QUICKMAIL 


STAN DAR COUPON wold 


RECORD COMPANY 


104 SOUTH FOURTH ST., BROOKLYN, N. Y. 


For 
Distinguished 
Service to 
Business 


In SUPER-KOTE and TYPOCRAFT Carbon 
Papers are built all of the most desirable qualities sought 
by carbon paper buyers. Their qualities are absolute per- 
manency, together with clean, precise, non-smearing copies. 
GUARANTEE: Should Codo products not prove satisfac- 
tory, purchases will be replaced or payment refunded. Codo 
rbon Papers are guaranteed not to deteriorate for 5 
ears from sale. Records made with Codo Carbon Paper 
ast as long as the paper on which they are made. 


CODO MANUFACTURING CORP. 


509 South Franklin St. 270 Lafayette St. 
Chicago New York 
Factory: Coraopolis, Pa. 


To answer the above ad use QUICKMAIL COUPON No. 14 


DESK EFFICIENCY 


(Continued from page 16) 


usually about 50 in. x 30 in. in size, has four legs and 
three drawers—a center drawer with a box drawer on 
each side. 


The correct height for a typewriter is approximately 
26 inches. This also applies to the machine shelf on a 
calculating machine desk. In fact any key-driven machine 
should be operated at arm level. Perhaps one of the worst 
offenders from this standpoint is the general practice of 
operating the larger makes of calculating machines on the 
top of a flat top desk. There are two reasons for this: 
(1) The standard calculating machine desks will not ac- 
commodate these big machines; (2) because of the different 
ways in which these machines are used, most equipment 
manufacturers hesitate to build a stock desk for this pur- 
pose. 

And here is an important point to remember in con- 
nection with typewriter desks: For maximum operating 
efficiency, the shelf or bed upon which the machine rests 
must be absolutely firm. Any vibration will materially 
affect the proper functioning of the machine, retard speed 
and cause errors. 


The transcriber-typewriter desk with vibration elimin- 
ator for either the Dictaphone or Ediphone offers many 
advantages in the saving of floor space, added convenience, 
and operating efficiency. By placing the transcriber with- 
in easy reach behind the typewriter, the separate floor 
stand is done away with. Wiring is concealed and drawers 
are provided for cylinders and other accessories. 


~ 
Whatever your requirements may be, you will find desks 
on the market of a size and type to meet the need. 


One of the most important parts of a desk from the 
standpoint of efficiency is the top. If we visualize an ideal 
top, we might say that it should have a smooth, firm writ- 
ing surface, suitable for either pen or pencil. The finish 
should be of a durable nature, easy to clean, and of a color 
restful to the eye. And what is very important, the texture 
of the surface should prevent glare. 


Do you know the difference between reflected light and 
glare? Without going into a technical discussion about 
the nature of light, we may say that reflected light has to 
do with the color of the top. If some of the light striking 
an object is absorbed and some reflected, the result is a 
color. A color is either light or dark according to the pro- 
portion of light reflected. With regard to the most efficient 
color for a desk top, there are two schools of thought. One 
claims that the lighter colors are easier on the eyes, while 
the opposite is advocated by the other group. Both may 
be right. 


Glare, as distinguished from reflection, may be described 
as a light source mirrored in a polished surface. Biggest 
offender is the light of a window, or old style overhead 
fixture, striking at just the right angle to be highly annoy- 
ing. Therefore, plate glass tops and highly polished sur- 
faces should be avoided. 


The mechanical operating parts of a desk are a big 
factor in its efficiency. They should be designed on sound 
engineering principles to adequately perform the function 
for which they were intended. The drawers should run 
smoothly and quietly with little effort. 

There should be provision in the drawers to install neces- 
sary accessories such as card index trays, sloping station- 
ery trays, adjustable partitions, etc. 

And finally, the dominating factor of maintenance econ- 
omy is quality—the enduring service and satisfaction 
which is remembered long after the price is forgotten. 


June, 1948 
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DON’T FUSS WITH “SCREWY~ ra 
ADJUSTMENTS, THE ERROR-NO 
COPYHOLDER NOW HAS INSTANT 
SELECTIVE SPACING. JUST LIKE THE 
SPACER ON YOUR TYPEWRITER AND 
JUST AS ACCURATE Z 


POSTURE CHAIRS 


Easy, quick, positive 
adjustments 


“A model for every need” 


No. 505 
With ventilated seat 


Magnolia Street 


Sold by office equipment dealers everywhere 
Use QUICKMAIL COUPON No. 28 for 1941 Catalog 


STURGIS POSTURE CHAIR CO. 


Sturgis, Mich. 


/ FIRST in Preference 


ASH-AWAY 


SMOKERS 


SERVATRAY 


Removable Tray with li- 
quer & burn proof finish. 


ASH-AWAY ° 
SMOKERS 


are Nationally 
Advertised in 


Good Housekeeping 4 
American Home 
Esquire 
Combined Circulation 
5,020,036 


WRITE TODAY 


Send for the complete Ash- 
Away catalog with prices. 


FIRST IN SALES because 
they are smart in design, 
beautiful in finish, loaded 
with eye-appeal. And be- 
cause they are equipped with 
the exclusive Ash-Away dis- 
penser that whisks stubs and 
ashes inte an air-tight con- 
tainer with the slightest pres- 
sure of a finger. National 
advertising has built a tre- 
d public P 
for Ash-Away. 


THE NAGEL-CHASE 
FG. CO. 
2811 N. Ashland Ave., Chicago 


Displays 
1136 Amer. Furn. Mart, Chicago 
15115 Merchdse. Mart, Chicago 
1405 N. Y. Furn. Exch., N. Y. 
742 S. Hill St., Rm. 904, L. A. 


“WORLD'S LARGEST SMOKER MANUFACTURERS” 


To answer the above ad use QUICKMAIL COUPON No. 5 


June, 1941 


DEALER TO 

SHOW YOU 
ERROR-NO Wee 
WITH THE NEWRaa 
12.3 FEATURE Aim 


DIVISION OF THE 


-WELTER CO, INC. 


After all, stencil operators are only human! Give them 
better materials and they'll do better work. With this improved 
stencil texture, it’s so easy to get cleaner, sharper, blacker copy. 
And longer, harder wear. Economical too! 

| Maite 


4 MILO HARDING COMPANY 
General Offices and Factory 
435 W. Pico Blvd., Los Angeles, Cal. 


Eastern Division 
416 Commonwealh Annex, Pittsburgh, Pa. 


FORMULA 217 sounds like the right stencil! 
Send Sample for 
dealers stock it every y] 
day. Try it.... ZPIN TO YOUR LETTERHEAD AND mais 
Mail the above Coupon or use QUICKMAIL COUPON No. 43 


39 


the patented ad- 


vantages of Tempo 
Film, Formula 217 is 
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PREFERRED BY 


WAREHOUSEMEN — CHECKERS 
SHIPPERS — BILLING CLERKS 


Men who use clip boards in their daily work prefer 
Bandes “Super-Tex" because it is smooth on both 
sides with a perfect writing surface on the back. 
Besides "Super-Tex" is a light, strong, extra-hard 
compressed wood-fibre board—!/, inch bevelled 
edge with no metal edging to come loose. Its im- 
proved, firm-grip, pre-polished steel clip is mechan- 
ically guaranteed. 


This new, superior “Super-Tex'’ Clip Board costs 
no more than ordinary boards. Ask your office 
supply dealer or send QUICKMAIL COUPON 30. 


JULIUS BANDES & CO., inc. 
132 West 22nd Street New York City 


“Desk and Dbice Aipeceries of Quality” 


—_Kef-f=I4-1-— 


SEND FOR 
YOURS TODAY! : 

Just out! Featuring 18 different styles to meet (gm) 
every requirement of modern filing systems. A 
handy catalog of actual signals that makes selec- 
tion quick and easy. No 
charge; say how many. 


Use Gutchinat Coupon No. 13 
THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
“EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED” 


RESPIRATOR 
CHAIR 
CUSHIONS 


Respirator Cushions 
conform to the theory 
that the human body is so 
f constructed that a thick, exceed- 
ingly soft cushion is unnecessary and that a ventilated 
cushion which reduces interference with natural 
respiration of the body is an advantage which greatly 
adds to the comfort of the user. 


These theories have proven that Respirator Cushions are correct. 


Ventilation is the chief sales argument for practically every seat 
cushion on the market. 


There is only one cushion which can rightfully be called a respi- 
rator airolated cushion, and this cushion is named Respirator 


because it inhales and exhales air while the cushion is in use. 


Every person will derive comfort by sitting on a Respirator 
Cushion. Executives who purchase Respirator Cushions not only 
— employee efficiency but aid physical comfort and 


Understand, we do not offer Respirator Cushions as a cure-all 
or as an actual necessity to good health, but we do claim that 
Respirator Cushions eliminate conditions which are decidedly 
unhealthy and add greatly to the comfort of the user. 


LL. M. BICKETT CO. 


WATERTOWN, WIS., U. S. A. 


To answer the above ad use QUICKMAIL COUPON No. 8 


MASHEK CASES Meet Every Need 


—in Styles—in Features—in Capacities — in 
Conveniences—in Leathers and also in Economy 
and Quality. 

For MASHEK quality Cases are the most eco- 
nomical to buy because they outwear inferior 
makes and render satisfactory service year after 
year. 

To answer this ad use 
Quickmail Coupon No. 19 


TANK MASHEK eco: 
CHICAGO 


“If it’s made with leather, MASHEK makes it better.” 
New York Office: HAROLD ATWOOD, 280 Broadway 


June, 1941 
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Better Because it 


LICKS ’EM ALL... | 


(Letters Pat. No. 2,016,216—Design Pat. No. 93,734) 
7 Sa 
“BETTER MOISTENER" 


CHECK THESE FEATURES 
V Moistens 1 or a dozen envelopes at a time. 
V Perfect for moistening large kraft envelopes. 
V Quickly moistens every shape, size and type of label. 
V Unexcelled for counting currency or sorting papers. 
V No moving parts .. . self cleaning. 
Vv 3” or 6” (wide) adjustable brush— 
RETAILS No. 3—3” Porcelain $2.75. No. 3C—3” metal 
| vitreous enamelled $3.25. No. 6—6” Solid Bronze $7.50. 


| 
| 
l 
| 
| 
| 
| 


Send your order now for this patented 
“Better Moistener”’ that has received U. S. 
Government awards for the past 8 years. 


E. W. PIKE & COMPANY 


Manufacturers 


| P.O. BOX 4 ELIZABETH, N. J. 


| 
| 
| 
| 


To answer the above ad use QUICKMAIL COUPON No. 39 


SOR YALRT 


Ends Wardrobe and Locker Room Prob- 
lems — Sanitary — Space Saving —At- 
tractive. 


Every office can afford this “valet”—it 
is the newest and most satisfactory an- 


7 swer to the office manager's headache— 
the locker room and wardrobe problem. 
This modern all steel “Office Valet” has 
complete accommodations (hats, coats, 
overshoes and umbrellas) for 6 or 12 
A 7 people. Oc- 
cupies no 
| more space 
than an 
ordinary cos- 
tumer. 

3U. Valet Racks, in wail 

or 2-sided types, accommo- 

date 3 6 persons per 

toot. in anywhere. 
F Write for 
FREE Catalog 
showing com- 
plete line of 

OGEL-PETERSON CO., 
; “The Checkroom People” 
1818 N. Wolcott Ave., : Chicago. U. S. A 
= To answer the above ad use QUICKMAIL COUPON No. 33 


dune, 194) 


There's only ONE 


ALL-WEATHER 


Stamp Pad 


It's a 


FULTON 


Product... 


vv ords are cheap . . . imitation is the 
sincerest flattery . .. but only FULTON makes a Stamp 
Pad that retains its splendid ink-uniformity indefinitely, 
performs normally regardless of the weather, stays 
dust-proof, lint-proof and sagless until you forget when 
you last paid any attention to it. Be not misled by 
exaggerated claims. Insist upon FULTON .... . 

Send Quickmail Coupon No. 26 for Sample Pad. 


FULTON SPECIALTY COMPANY 


200 FIFTH AVENUE, NEW YORK CITY FACTORY AT ELIZABETH, N. J. 


BARKLEY EMBOSSED REPORT FOLDERS | 


Is 4s 
Office and School Reports, Catalogs, 
Price Lists, Sales Manuals, Etc. 

An ideal and inexpensive method of binding looseleaf sheets. 
Barkley Embossed Report Folders are made of a tough leatherette 


stock in a variety of attractive colors to accommodate from | to 
50 sheets. 


Equipped with the Barkley Fastener they form a neat and com- 
pact binding for either standard 2 or 3 hole punching. 


AT) et) REPORT 
SEND NOW ... For samples and com- wate 
plete details on our introductory offer 
including this novel display stand which 
has already proven a real sales producer. 


To answer the above ad use QUICKMAIL COUPON No. 32 
4 


ae 


eee Vee a i a ol! es age oe Se eee is E 3 
Pe | LL) | Peet this . 
Li, ie : 
, Barn Door OF i 
‘uM a c 
) ¥ aa na : 
r  -i ~ ol = a 3 
yo = in = i ~~ 
LASS a ip | 
a eg Ee — — a lr 
ba me te as $5 é Ww - - ae cs! e . r 5 
a 
: = 
; ee 4 
fi | 
‘a 22 i a 
* ‘ Po 4 ee ; 
~ : COLORS pire a SI ee ee x oA ee yi : ; 
a See ty Redan en A i eal ’ : ; 
Oa ’ ‘ NY, 
owl ol Ox rie ae : ’ 
RANGE Noe, Avice : ; 
Mee i 
| re . 
| : 
_ | 
| 7 
——" a 
cL. BARKLEY = CO. Fe == | 
|. SSTADERREU EE |S lL — 4 
= . @Manufe ctl irers” ” Filing Supplies 
| $17 S. JEFFERSON STREET CHICAGO. ILI 
41 | 
es —_ i Sr wo ee Oe Pe ae eee | 


a : = The New Balster Typewriter- 


Calculating Machine Oost 
(BERNARD a 


TRACE MARE PFS. ing ape the proper angle 


. ae greatly facilitates the 
; “TRIUMPH” EYELET PUNCH scald ut ton tnaadan i 
A POWERFUL combination tool, Paper pote mtb eo ss ee scr 
: . a e 
Eo Punch and Eyelet Setting Plier for Me 0 anne: Wie ae 
binding documents and other papers cveiines 6. cain 
permanently with Eyelet Fasteners. ine tue exnihinne te tle 
For satisfactory results, use genuine single desk unit proves 
Triumph" Eyelets, Stainless Silvered Fin- the Baleter Typewriter 
ish, packed in the well-known Brown Calculating Machine Desk 
bi Metal Boxes. to be the most facile and 
. Use QUICKMAIL COUPON No. 10 outstandingly efficient fi 
piece of office equipment "ty 
THE WM. SCHOLLHORN CO. that has been developed " Comp — Etoctetont Equipment 
a . i ars. Greater Efficiency ngth: 60 inches 
— No. 190—6}/,” New Haven Connecticut males Aieag Height: 29 inches Depth: 30 inches 
Ke le 


BALSTER DESK CO., Tribune Sq., Chicago, Ill. 


HERE'S NEWS! DICTAPHONES © EDIPHONES 


Something new and different 


ae te Get Things Done 


' 


ff BEACH'S Keep in step with the times. Business, defense and pro- 

at a ‘Common Sense’’ duction are all going at top speed. A job must be done 

> Travelers’ Weekly and dictating equipment will help get it done. 
EXPENSE SHEETS Speed up the easy 


=f way. Double the val- 
: $2.00 a Hundred ee : wp ef caer Gee Gy 
The same quality. —s twice as much 
The same convenience. a dictating ma- 
The same ample space for . 
Send for latest 
— prices pag 
¢ 


AMERICAN DICTATING 
MACHINE CO., Inc. 
235 Sth Ave., New York City 


Wilt t 


ToT UHL Ue beet tiad 


|] EEE 


| 


: Send for a Sample. 
beh BEACH PUBLISHING CO. Detroit, Mich. 


CARBON PAPERS 
and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 
assure economy and efficiency in 
every office. 

FOR quality, service and satis 
faction buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. Factory: 
New York, N. Y. Bridgeport, Conn. 


SCHOOL SUPPLIES 


It is time to think about them 

now ... and we are ready for 

you with a most complete line 

of all purpose Pencils to retail 

7 Pgagilem 5 for 5 cents, 3 for 5 cents, 2 

. zs | - for 5 cents . . . Colored Pen- 

‘ ; : cils, Sets, Pen-holders, at pop- 

ular prices. Be sure to see our 

complete catalogue before or- 

dering for the important 
School Supply season. 
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in Fencil Co. Inc. 
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y Take Time Out 22a 
<a Relax for a week-end in the friendly DAILY—FROM 
. atmosphere of this distinctive beach- $6 ROOM, BATH 
front hotel. Right on the Boardwalk, AND MEALS 
eee aan a $3 sin ROOM ONLY 
“ ‘sh ing salt- ir. , eli i 
3 ee superb French cuisine and ~ oer cago — 
Oe = fully in outside, ocean-view rooms. You'll 
- ; find verandas and sundecks for lazing PERSON 
aes varied sports, entertainment, game room, a iN A ROOM 
¥ magnificent Bar—everything to make your SPECIAL a 
“ye stay comfortable and pleasurable. WEEKLY RATES ae a WRITE FOR PRICES 
oe ON THE BROADWALK + ATLANTIC CITY, N. J. THE HEYER CORPORATION - CHICAGO 
a | 42 June, 1941 
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PRES-O-TABS | nous Name In Pencils 


The only rapid and easy 
method of attaching 
gummed reinforcements. 
Five times as fast . . . 
| never wasteful . . . 
| ready. - 
| venient . . . 


Also: The sensational new 
PHOT-0-TABS for mounting 


photographs. 


| Reading Laboratories 
410 PARK SQUARE BLDG. 
PARK SQUARE BUILDING 


BOSTON, MASS. 


always 
neat and con- 
will not curl. 


The Fa 


ST AEDTLER. 
PENCILS uRPOSE 


“SELECT BRANDS 4, 


and assures you of top quality always. 
the purest Demand these well-known brands 
“Select” “Better Deal” 

paper cement Seratch and legal pads Tablets 

‘ ‘ , J “Golden Rule” “Select” 
a solution of highest quality raw materials, Fillers Wire Bound Note Books 
made under strict laboratory control; there- Fer samples and inquiries, writes Department “C” 

fore always uniform, always dependable. 


NON-INFLAMMABLE. Ask your supplier NATIONAL PAD & TABLET CORP. 
or write for sample Kit to Harriman-Welts Products Co., 130 East 13th Street New York City 
200 Summer St., Boston, Mass. 


“SELECT WRITING 


The “SELECT WRITING” watermark in the 
“Select Brand“ line of pads and tablets, is AS 


your guarantee of top quality in writing 
papers. stale Reds 


Paper bearing the “Select Writing” water- . 
mark, meets your most rigid requirements, Tables 


STRENGTH BX 
“* SMOOTHNESS 


Order from the RITE-RITE MFG.CO. Vad MURRAY COMPANY 
Originators CHICAGO, ILLINOIS RAY VARA 19 i. 
SUBSIDIARY OF THE JOSEPH DIXON CRUCIBLE CO. ele oe 


THIS POPULAR 16 INCH 
ZIPPER TOP BAG MAKES 
AN IDEAL FATHER'S DAY 
OR GRADUATION GIFT... 


That guarantee you and your 
customers satisfaction from 
thinner leads. Only the genuine 
Threadiine excels in quality. 


handles. 16°x12%"x5". Walrus top 
grain cowhide, black or brown. 


WRITE FOR CATALOG 


THUMBTACKS MAPTACKS pb ee te ee Sees 
I a ® Tracing Papers ® Straight Edges 
tpays, not only because these indispensable MOORE © Lessee Galdes © Sandsener Pencil Pointers 
ucts are more satisfactory to use and cost less ey " Pp + 
in the long run, but also because in the MOORE © Erasing Shields © Ink Eradicators 
a a find an exceptionally hee ar © T-Squares © Adhesives 
-P with glass or aluminum hea - e Tri e i leaners 
LESS HANGERS ‘in 4 sizes. THUMBTACKS of —_—— ina 
and color, Iifastrated gad described tm the MOORE 
p and colors. Illustrated and described in 
Catalog, which will be sent to you upon request. Send for Catalogue 
bane Your Stationer Can Supply You CARDINELL CORPORATION 
nis MOORE PUSH-PIN CO. 15 LABEL STREET MONTCLAIR, N. J. 


In Many Ways It Pays to 
Insist on the “Original” 


MOORE 


113 BERKLEY STREET, PHILA., PA. 


School & College Specialties 


PUSH-PINS Well-made numbers that appeal in both utility and price. 


PUSHLESS HANGERS 


June, 194) 
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SAFETY AND SERVICE AWARDS 
Send Quickmail Coupon No. 23 for Pin Catalogue 
Wholesale only 
JEWELRY ‘uew York City 
TROPHIES sea th, Ata 
METAL GIFTWARE 6 


BARKLEY Plastic TAB INDEXES 


This latest innovation in filing equipment is molded of a plastic 
material into a solid structural design which gives everlasting 


qualities. 


The special design of the Barkley Plastic Tab places printed inserts 
in an angled position and magnifies them to perfect legibility al- 
lowing quick and easy filing and finding throughout the entire file. 


® RELIEVES EYESTRAIN 
® ANGULAR VISIBILITY 
® NO CUTS OR SCRATCHES 
SEND FOR SAMPLES AND 

COMPLETE INFORMATION 


C. L. BARKLEY & = 


ERSON STREET 


To answer the above ad use QUICKMAIL COUPON No. 35 
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Calculators , 

EQUEE MENT crea. INC. Consents 

CHICAGO. ILL “The House That Confide Built” gran n 
561 Broadway New York City Dictating Machines 

Cable “Uniquip"—New York Mimeographs 


No Waiting for These 
Guaranteed Rebuilts. 
We'll Ship 


Because ‘‘Universal’’ (world’s largest 
rebuilt visible dealers) carries an ex- 
s tionally large stock for immediate 

very. — re thoroughly rebuilt 


ed 
OIGRMAIL COUPON No. 45 for fur- 
er information on the finest values in 
rebuilt, refinished, guaranteed 
for immediate delivery from the world’s 
largest rebuilt visible dealers 


at Onee 


service. Send 


emer a 
GUA 
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ible systems in cabi- 
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OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 


June, 1941 
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- ee oes get thre’ vital | advantages “FIPS 2 Dial Select them ‘according to the 
: _ fob they” are Yo perform’ Bxgutme the GoodFérm -Steel Chair that is 
duty. mwatthed.: Becontily, Pousider- “thre: chair ‘in’ relation to the user. 

. GoodForm, adjutabity insures segekate comfort. Finally, weigh the 


n =: value of tie" “puircirase in tefms’of a dependable and long service-life. 


oo © 


- GeodForh Adjustable Steel Chairs for the modern office fill all these 
needs: “They. are matched in design to the job. . . adjustable for 


comfort... built to the requirements of long and 1 service. 


7" GENERAL FIREPROOFING COMPANY ~ younGstown, o#10 


“_ “METAL DESKS - ALUMINUM CHAIRS - STEEL CHAIRS - FILING CABINETS | 
| SAFES - STEEL SHELVING + STORAGE CABINETS + FILING SUPPLIES | 


To answer the above ad use QUICKMAIL COUPON No. 6 
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modern business 
tools by... 


VICTOR 
fork 


VICTOR | 


Victor can supply you with 
many of the products needed | 
to solve the record keeping | 

and record protection prob- | 

| lems of defense industries— 


and to help commercial busi- 
ness keep pace with the re- | 


quirements of today’s accel- 


erated demands. 


Technical assistance from an MAK-UR-OWN INDEX TARS. il 
a ; experienced sales organiza- j 


tion, trained TO HELP YOU, | 
are part of the service Victor 
offers through its dealers to 
help you select the equipment 
| best suited to your own in- 
dividual business needs. Call 
your stationery dealer today, 


VICTOR TREASURE CHEST 
AND STATIONERS ITEMS 


or write direct to Victor. 


Sold EXCLUSIVELY thru 
Stationery and Office 
Equipment Dealers 


‘STEEL FILING EQUIPMENT 


THE VICTOR SAFE & EQUIPMENT COMPANY, INC. 


NORTH TONAWANDA, NEW YORK 


To answer the above ad use QUICKMAIL COUPON No. 25 
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